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PREFACE 


Computer science curricula have been evolving at a rapid pace to keep up with the developments in the IT 
field. With the onset of the computer, experts and educators are faced with the challenging task of 
developing courses to teach emerging computer science concepts in schools and colleges. Such an 
undertaking requires adequate literature and explanation of key computer concepts at an introductory level. 


Itis the main thrust of this Computer Practical Notebook. 


This Practical Notebook has been designed to teach the students of Class X to grasp the fundamentals of 
computers by blending key computer concepts together 1n a hands-on learning environment. This Practical 


Notebook has two parts: 


Part1: BASIC Programming Language 
In the Part 1, students are introduced to the BASIC programming language. It is a useful programming 
language to teach beginners the basic concepts of programming. It will enhance the creativity skill amongst 


the students. 


Part2: Microsoft Word 
In the Part 2, students are taught Microsoft Word, an important application package. Word in a commonly 


used application package used to create and manage documents of various categories. 


All the practicals are explained in a user friendly manner. The student feels very easy to follow the step by 
step procedure given for each practical. The whole book 1s illustrated with high resolution real images for 


more clarity and understanding. 
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COMPUTER LAB RULES FOR STUDENTS 


To maintain a quiet, clean and comfortable environment in the computer lab, all the students are required to 


follow the rules as mentioned below: 


A. AVOID 


oo OoOOoon—enoneeoeoooD OD O 


Eating and drinking. 

Making a noise. 

Downloading data without authorization. 

Installing personal software on computers including games. 
Copying or transferring any software/data. 

Plugging a personal USB/Card/CD or any other device into the computers. 
Interfering with or disturbing other students. 

Propagating computer viruses, spamming and offensive material. 
Tampering with, attempting to repair, or abusing the lab equipment. 
Bringing of mobile phones and other multimedia devices. 

Writing on tables/computers. 


Viewing unwanted material, etc. 


B. Students are required to bring to the computer lab only the following items. 


© 


© 
© 
© 


Textbooks 
Practical Notebooks 
Class work Notebooks 


Pens 


Important: Allthe students are required to follow the above mentioned rules for computer lab. 
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GW BASIC stands for Gee Whiz Beginner's All purpose Symbolic Instruction Code. It is one of the high 
level languages. BASIC was initially developed to make it convenient for people to communicate with 
computers. With the passage of time, millions of people have quickly learned BASIC. It has now become 


one of the major languages for beginners and learners. 


The GW BASIC provide an Integrated Development Environment (IDE) to create, edit, save, load andrun a 
program. BASIC IDE (editor) is given below: 


Rowe o7a()')'/=7-¥-) [om =) 42 

GW-BASIC 3.23 

(C) Copyright Microsoft 1983,1984,1985,1986,1987 
60300 Bytes free 

OK 





LIST |ZRUN—IE|LOAD Ee SAVE ESSCONT., “ LPT 1) TRON E:|TROFF KEY [)SCREE 


COMMANDS 


Commands are executable instructions, operated in direct mode or command level of the editor. They are 


related with the program management. 
Some important GW BASIC Commands and their usage 
COMMAND USAGE 


AUTO Automatically generates line numbers 

CLS Clears the screen. 

NEW Clears the memory. 

SAVE Saves the program on disk. 

LIST Lists all or part of the program currently loaded in memory. 
LOAD Loads a program file from disk into main memory. 

FILES Displays the list of files from a specified drive. 

RUN Executes the program currently loaded in memory. 

EDIT Edits a specified program line currently loaded in memory. 
CLEAR Clears files, variables, disk buffers and sound. 
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DELETE Deletes a specified program line in current memory. 

NAME Changes the name of a file. 

RENUM Renumbers the program lines in RAM. 

KILL Deletes a program file from disk. 

SYSTEM Exits from GW-BASIC and returns control to operating system. 
STATEMENT 

° A statement is a group of BASIC keywords or reserve words. 

° Statement is always preceded by line number. 

° Statements work 1n indirect mode or programming mode. 


Some important BASIC Statements and their usage 


STATEMENT 


REM 
PRINT 
INPUT 


READ 


RESTORE 


DATA 

GOTO 
IF-THEN-ELSE 
FOR — NEXT 
WHILE —- WEND 
DIM 

GOSUB 
RETURN 
SCREEN 
COLOR 

LINE 

CIRCLE 
DRAW 


USAGE 


Non Executable statement to add remarks. 

Displays the output of program on monitor. 

Inputs the numeric or string data from user to the variable during program 
execution. 

Reads the data values from DATA statements and assign them to variables 
read by READ statement. 

Reassigns data values again to the variables which are already read by 
READ statement. 

Provides data values to the variables read by READ statement. 

Transfers control unconditionally from one statement to another. 
Transfers the control conditionally. 

Runs the statements repeatedly for specific numbers of times. 

Repeats the statements untill a given condition remains true. 

Declares a string or numeric array. 

Transfers the control to subroutine. 

Transfers the control back to GOSUB statement. 

Selects the screen mode for required display. 

Selects the color. 

Draws a line and boxes. 

Draws a circle or oval shape. 


Draws shapes other than circle and oval. 
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ALGORITHM 
An algorithm is a step by step procedure for solving a problem. Algorithms can be expressed in any 
language, from natural languages like English or Urdu to programming languages like FORTRAN or 


BASIC. We also use algorithms in our daily life. For example, a recipe for baking a cake 1s an algorithm. 


FLOWCHART 
A flowchart is a Pictorial representation of an algorithm. Different symbols are used to show different 
operations according to program logic. Flowcharts are used in analyzing, designing, documenting or 


managing a process or program in various fields. Some major symbols and their description 1s as under. 


Start / Stop 

In flowcharts, the terminal symbol 1s used for start or stop. This symbol 
tells the user where the flowchart begins and ends. To show the start of the 
flowchart, the user will fill this shape with words like Start or Begin. 

To show the ending point of the flow chart, this shape is filled with words 
like Stop or End. 


Sometimes this shape is drawn as an oval as shown on right side. 


Flow Lines 


The flow lines determine the flow of data through flowchart. Flow lines 


are usually drawn from top to bottom or left to right. 





Processing 

In flowcharts, the symbol of rectangle is used to show a process, task, 

action or operation. 

Decision 

In flow chart, the diamond symbol is used for decision based on a ; No 
condition. The arrows flowing from the decision symbol are usually ae 
labeled with Yes, No or True, False. No 

This symbol has one input and two output points. 

Input / Output Receive data 


A parallelogram symbol 1s used to show input or output of a program in a 
flow chart. Generate report 


i 
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Connector 
A circle symbol is used as connector in flowcharts. A connector 
is used to connect flow lines coming from different directions to 


avoid their intersection or cross over. 


On Page / Off Page Connector 
This pentagon symbol means the flow continues on another 


page. A letter or page number in the symbol tells you where to go. 


Predefined Process 
This bordered rectangle symbol refers to a process that 1s defined 
elsewhere. This symbol may be used to show built in or user 


defined functions. 


Remarks/Annotation 
This symbol is used to add comments or additional descriptive 
text to a software flowchart. A dotted line should extend from the 


comment to the symbol it refers. 
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URS ON PROC MATTOS Datel sui, 


AND AVERAGE OF TIRREE NUMBERS 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 INPUT X,Y and Z 

STEP 3 COMPUTE Sum = X+ Y+ Z 
STEP 4 COMPUTE Average = Sum/3 
STEP 5 PRINT Sum 

STEP 6 PRINT Average 





STEP 7 STOP Sum = X+Y+Z 
3. Program Average = Sum/3 
10 CLS 


20 REM Program to find sum and average of three numbers enn 
30 INPUT "Enter the first number";X PRINT Sum 
40 INPUT "Enter the second number"; Y 

50 INPUT "Enter the third number";Z 

60 LET SUM = X+Y+Z 

70 AVG =SUM/3 

80 Print "Sum of three numbers = ";SUM 

90 Print "Average of three numbers = ";AVG 
100 END 





4. Output 


mow o9a(¢')'/=7-¥-] [en 45 


|} oh ok —b a od oY ab af oh bt) ob at Bo) 

| 35 oh ot —b al od oY — WE —1—Lotey elo Mab ehbhi (lols airamm 10) 

125 oho — 5 af od oY — WE ol oe Mi ao MD oh bi 11] ol —h ai Mo) 
Sibi Moy om of oh af —\— Wan ohbii\lo\—\ afr WA O) 
Average of three numbers = 40 


Ok 


ILIST [RUN —BE/LOAD "SAVE "CONT, ” LPT 1 TRON /TROF ER KEY EYSCREEN| 
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1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 INPUT N 

STEP 3 COMPUTE Cube of a number (N°) 
STEP 4 PRINT Cube of a number 

STEP 5 STOP 





3. Program 

10 CLS 

20 INPUT "Enter any number";N 

30 LET CUBE = N43 

40 PRINT "Cube of a number = ";CUBE 
50 END 


CUBE = N° 


4. Output 


Ey C:\GWBASIC.EXE 


Enter any number? 5 
Cube of a number = 125 
Ok 






ILIST [RJRUN—BRE/LOAD "SAVE "CONT, ” LPT 1 TRON—_SR/TROFE'—KEY [YSCREEN 
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1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 INPUT Land W 

STEP 3 COMPUTE Area of rectangle (L*W) 
STEP 4 PRINT Area of rectangle 

STEP 5 STOP 


3. Program 

10 CLS 

20 INPUT "Enter length of rectangle";L 

30 INPUT "Enter width of rectangle";W 

40 LET AREA = L* W 

50 PRINT "The area of rectangle = "";AREA 
60 END 





4. Output 


‘my C:\GWBASIC.EXE 


Enter length of rectangle? 4 
1H eh—b an Be hol o Mob an af lon ot belo Mh — Wane) 
ud eX - b —f- Oop a of Lod ot bole HK MAO) 
(0) 4 
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1. Algorithm 2. Flowchart 


STEP 1 START 
STEP 2 INPUT X, Y and Z 
STEP 3 COMPUTE S=(X+Y+Z)/2 


STEP 4 COMPUTE Area of triangle (/S * (S — X)* (S— Y)* (S—Z)) 


STEP 5 PRINT Area of triangle 


STEP 6 STOP 
S = (X+Y+Z)/2 | 





3. Program | 
10 CLS AREA =,/S *(S - X)*(S - Y)*(S -Z) 


20 REM Find area of triangle 

30 INPUT "Enter length of first side of triangle";X 
40 INPUT "Enter length of second side of triangle"; Y 
50 INPUT "Enter length of third side of triangle";Z 
60 LET S = (X+Y+Z)/2 

70 AREA = SQR(S*(S-X)*(S-Y)*(S-Z)) 

80 PRINT "Area of triangle = '";AREA 

90 END 





4. Output 


Roa esa (4')'/=7-\-j [om = (5 


Enter length of first side of triangle? 7 
13} oh ot ae Solo fod ooh e-1-Yolo) ole Mb Ko (- Mob aan os an bolo ms K-Wamm’) 
1} oh XS ae Sole fod ooh smn of oh Ms Lo ME Ko (— ao} oa ob a 0 oe fA — ra 4 
yal-y- Woy aa oh a -b oXe GB eG LOS) 

(0) 4 





LIST RUN— CONT “LPT 1 TRON PROF F SCREE 


8 Introduction to GW BASIC 


Practical Sr SAN I texey VN ape) Bib 
r AREA AND CIRCUMFERENGE 


0) iy Wi 7 | 5 { 67 i = 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 INPUTR 

STEP 3 STORAGE 1 = 22/7 

STEP 4 COMPUTE Area of circle (x R’) 


STEP 5 COMPUTE Circumference of circle (27 R) LET PI = 22/7 | 


STEP 6 PRINT Area of circle 


STEP 7 PRINT Circumference of circle AREA = PI*R*R | 





STEP 8 STOP i 
CIRCUMFERENCE = 2*PI*R | 

3. Program 

10 CLS 


20 INPUT "Enter radius of circle";R 

30 LET PI = 22/7 

40 AREA = PI*R*R 

50 CIRCUMFERENCE = 2*PI*R 

60 PRINT "Area of circle = '";AREA 

70 PRINT "Circumference of circle = "; CIRCUMFERENCE 
80 END 





4. Output 


Rowe ona e4')'/=7-N-j [om > (5 


1H ohh ah aft -Loh bt oh aon Is aol K-ras} 

7% al —Y- Wao} a of in af ofl eA Ot et We 9°) 

(Oh afol bi hk-baf—) ool- Woh aon mh aol K- Wms) 0A =o 4 
Ok 





SILIST [RJRUN—RRE/LOAD "SAVE "CONT, ” LPT 1 TRON—_ TROP F—RKEY [SCREEN 
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SQUARE WHEN ONE SIDE IS GIVEN 





1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 INPUT L 

STEP 3 COMPUTE Area of square (L’) 

STEP 4 COMPUTE Perimeter of square = 4 L 
STEP 5 PRINT Area of square 


STEP 6 PRINT Perimeter of square pee eae 
STEP 7 STOP 





3. Program Perimeter = 4 * L 


10 CLS 

20 INPUT "Enter length of one side";L 

30 LET AREA = L*L 

40 LET PERIMETER = 4*L 

50 PRINT "Area of square = "";AREA 

60 PRINT "Perimeter of square = ";PERIMETER 
70 END 





4. Output 


Roawe esa (¢')'/=7-N-j [om > 45 


1 oh op ame Ky oo ol o ob ao) ol MB Ro (Wao) 
Area of square = 25 


Perimeter of square = 20 
re) 





SILIST [RRZRUN—_ERE/LOAD "EU SAVE "CONT I), ” LPT 1/TRON_/ TROFF.RKEY SCREEN 
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1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 INPUT H andR 

STEP 3 STORAGE PI = 22/7 

STEP 4 COMPUTE Volume of cylinder (PI*R*R*H) 
STEP 5 PRINT Volume of cylinder 

STEP 6 STOP 


3. Program 

10 CLS 

20 INPUT "Enter height of cylinder";H 
30 INPUT "Enter radius of cylinder";R 
40 LET PI = 22/7 

50 VOL = PI*R*R*H 

60 PRINT "Volume of cylinder = "; VOL 
70 END 





4. Output 


<X C:\GWBASIC.EXE 


Enter height of cylinder? 2 

1 oh X—b ab af Lo bbe op on! gl lm oo (— 5 ata) 
Volume of cylinder = 56.57143 
(e) 4 





MILIST VARUN— IE} LOAD “R|SAVE "S| CONT: 3,” LPT 1y/ TRON E/TROFF: KEY —YSCREE 
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1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 INPUT L 

STEP 3 COMPUTE Surface area of cube (6 L’) 
STEP 4 COMPUTE Volume of cube (L’) 
STEP 5 PRINT Surface area of cube 


STEP 6 PRINT Volume of cube See eae 
STEP 7 STOP 
3. Program Volume = L*L*L 


20 INPUT "Enter length of side of cube";L 

30 LET AREA = 6*L*L 

40 LET VOLUME = L*L*L 

50 PRINT "Surface area of cube = '"; AREA 
60 PRINT "Volume of cube = ";VOLUME 

70 END 








4. Output 


ac. C:\GWBASIC.EXE 


| oh tp a Ay oe fol o Mob EB Ko (~ Moh ao} bl ol Wane) 
Sib ab at-Yol-War- ba —Y- ob ob) ol Mo) 0) 
Volume of cube = 125 

Ok 





SILIST [JRUN—RRE/LOAD "SAVE "CONT, ” LPT 1 TRON—_RTROF FF. KEY [SCREEN 
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1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 INPUT F 

STEP 3 COMPUTE C = 5/9*(F — 32) 
STEP 4 PRINTC 

STEP 5 STOP 


3. Program | 
10 CLS C= 5/9 * (F-32) 
20 REM Conversion of temperature from fahrenheit to centigrade 
30 INPUT "Enter temperature in fahrenheit";F 

40 LET C = 5/9*(F-32) 

50 PRINT "Temperature in centigrade = ";C 

60 END 





4. Output 


Rowe e7a()')'/=7.\-) [om = 45 


Temperature in centigrade = 31.66667 
e) 4 





LIST VARUN— IE} LOAD “SAVE "S| CONT: yj, “LPT 1i/TRON. EJTROFF KEY 9 SCREE 
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1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 INPUT C 

STEP 3 COMPUTE F = 9/5*C+32 
STEP 4 PRINT F 

STEP 5 STOP 





3. Program 
10 CLS 


20 REM Conversion of temperature from centigrade to fahrenheit 


lo Sie ea 


30 INPUT "Enter temperature in centigrade";C 
40 LET F = 9/5*C+32 

50 PRINT "Temperature in fahrenheit = ";F 

60 END 





4. Output 


Rowe esa €')'/=7-N-j [om > (5 
Enter temperature in centigrade? 31.66667 
89 


Temperature in fahrenheit = 
Ok 





SILIST [/RUN—RRRE/LOAD "SAVE "CONT, ” LPT 1 y/ TRONS TROP EF. RKEY [SCREEN 
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1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 INPUT V and T 

STEP 3 COMPUTE Distance covered (VT) 
STEP 4 PRINT Distance covered (S) 
STEP 5 STOP 


3. Program 

10 CLS 

20 INPUT "Enter speed (m/sec)";V 

30 INPUT "Enter time (sec)";T 

40 LETS=V*T 

50 PRINT "Distance covered in meters = '";S 
60 END 





4. Output 


mc C:\GWBASIC.EXE 

Enter speed (m/sec)? 8 

Enter time (sec)? 9 

Distance covered in meters = 72 
fo) 





SILIST [RJRUN—ERRE/LOAD "SAVE "CONT, ” LPT 1 y/TRON—_SRTROF EF. RKEY [YSCREEN 
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STATEMENT AND DISPLAY THE SUM 





1. Algorithm 


STEP 1 START 
STEP 2 READ values for A,B,C,D,E,F,G,H,I and J specified in data statement 
STEP 3 COMPUTE SUM=A+B+C+D+E+F+G+H-+h J 


STEP 4 PRINT SUM 
STEP5 STOP 2. Flowchart 


3. Program 


10 CLS 

20 READ A,B,C,D,E,F,G,H,1,J 

30 SUM = A+B+C+D+E+F+G+H-+I+J 
40 PRINT "SUM = ";SUM 

50 DATA 5,10,15,20,25,30,35,40,45,50 
60 END 





SUM=A+B+C+D+E+F+G+H+I+J 





4. Output 


Roa esa €4')'/=7-¥-j [om = (5 


S) 0) ea po) 
(0) 4 


LIST [eARUN-|/LOAD [Ee SAVE PS CONT_ ft, “LPT 1fy/ TRON M]TROF FO KEY [®SCREE 





16) Introduction to GW BASIC 


Pay 
ran Dito WS ZO lS eS 
ROLL NUMBER; CLASS; SECTION AND) MARKS IN 
DIFFERENT; SUBJECTS OF A STUDENT OF 


ONS OS PHO UW SOUR ale \ Retry y= 
AND)DISPLAY TOTAL OBTAINED) MARKS AND 
PERCENTAGE! OF: MARKS: 





1. Algorithm 

STEP 1 START 

STEP 2 INPUT values in N,RN,C,S,ENG,UR,PHY,COMP,IS,CHEM,PS,MTH and TOT 
STEP 3 COMPUTE Total Obtained marks (ENG+UR+PHY+COMP+IS +CHEM +PS+MTH) 
STEP 4 COMPUTE Percentage (Total Obtained / TOT *100) 

STEP 5 PRINT N,RN,C,S, Total Obtained and Percentage marks 

STEP 6 STOP 


2. Flowchart 





INPUT N, RN,C,S,ENG,UR,PHY, 
COMP,IS,CHEM,PS,MTH and TOT 





Total obtained 
=ENG+UR+PHY+ COMP+IS + CHEM+PS+MTH 





Percentage = Total obtained/TOT*100 





PRINT N, RN, C,S,Total obtained and Percentage 





j Computer Science 10 17) 


Practical Notebook 


3. Program 

10 CLS 

20 INPUT "Enter name";N$ 

30 INPUT "Enter roll no.";RN 

40 INPUT "ENTER class";C$ 

50 INPUT "ENTER section";S$ 

60 INPUT "ENTER marks in English";ENG 

70 INPUT "ENTER marks in Urdu";UR 

80 INPUT "ENTER marks in Physics";PHY 

90 INPUT "ENTER marks in Computer";COMP 
100 INPUT "ENTER marks 1n Islamic Study";IS 
110 INPUT "ENTER marks 1n Chemistry";CHEM 
120 INPUT "ENTER marks in Pak Study";PS 

130 INPUT "ENTER marks in Mathematics"; MTH 
140 TOBT = ENG + UR + PHY + COMP + IS + CHEM + PS + MTH 
150 INPUT "Enter total marks";TOT 

160 PER = TOBT/TOT*100 

170 PRINT "Name : ";N$ 

180 PRINT "Roll No. : ";RN 

190 PRINT "Class : ";C$ 

200 PRINT "Section : ";S$ 

210 PRINT "Total Obtained marks = ";TOBT 

220 PRINT "Percentage = ";PER 

230 END 


4. Output 


Rowe o#4(¢4')'/=7:¥-j [om 45 


Enter name? SARA 

1} oh oh —b al aol Mel MD oo Ao) 

ENTER class? Ten 

ENTER section? A 

ENTER marks in English? 89 
ENTER marks in Urdu? 90 

ENTER marks in Physics? 67 
ENTER marks in Computer? 70 
ENTER marks in Islamic Study? 67 


ENTER marks in Chemistry? 76 
ENTER marks in Pak Study? 56 


ENTER marks in Mathematics? 69 
Enter total marks? 800 


Ho} of- ©) oh ot- em oX—Yo Mb 1 \1-hal ¢- eo of! 
Percentage = 73 
Ok 





SILIST [RJRUN—ERRE/LOAD "SAVE "CONT, ” LPT 1y/TRON— IR -/TROF EF RKEY [SCREEN 


18) Introduction to GW BASIC 





IT SAN OLE RV Tae) IN UTE A\ 
NUMBER‘AND DISPLAY WHEMHER 


JU ES 7 3 RO) pO) B) 





1. Algorithm 

STEP 1 START 

STEP2 INPUT N 

STEP 3 DECISION IF N MOD 2 =0 THEN PRINT Even ELSE PRINT Odd 
STEP 4 STOP 


2. Flowchart 










3. Program 

10 CLS 

20 INPUT "Enter a number";N 

30 IF N MOD 2 = 0 THEN PRINT "Even" ELSE PRINT "Odd”’ 
40 END 


RoaWe ona €4')'/=7-N-j [om = (5 


1h oho —h alt We oh bhi] ol—b alta of) 
Odd 


Ok 


LIST VARUN—_)} LOAD "RR !SAVE "| CONT: 3, LPT 1y/ TRON EJTROFF-RKEY 9 SCREE 


Computer Science 10 19) 


WRITE A PROGRAM TOINPUT 
TAREE NUMBERSIANDIPRING 


Vin WAR SSA OMe cl aay 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 INPUT X, Y andZ 

STEP 3 DECISION IF X > Y THEN LAR = X ELSE LAR = Y 
STEP 4 DECISION IF Z > LAR THEN LAR = Z 

STEP5 PRINT LAR 


STEP 6 STOP ~~ | 
3. Program — -o- LAR=Y | 


10 CLS 

20 REM Find the largest of three numbers 

30 INPUT "Enter the first number"; X = 
40 INPUT "Enter the second number"; Y 

50 INPUT "Enter the third number";Z 

60 IF X > Y THEN LAR = X ELSE LAR = Y 

70 IF Z > LAR THEN LAR = Z 

80 PRINT "The largest of three numbers = ";LAR 
90 END 








NO 
IF Z >LAR 











4. Output 


RoaWe o7a\e)')'/=7:4>) (em (= 
Enter the first number? 2 


1} oh oX—h ain wl ol —WEE-{—(olo) Lo MS oh bi\\le)—h alt ame! 

Enter the third number? 4 

The largest of three numbers = 4 
fe)" 





ILIST [JRUN—BRE/LOAD "SAVE "CONT, ” LPT 1y/ TRONS TROFF.—KEY [SCREEN 


2.0) Introduction to GW BASIC 


SIT SAN ROLE TV ANY ISTO) ORIN TAN 
NNO Nas NCS |e inl = VANE US 


OF N!IS NOT 1 OR 2 





1. Algorithm 

STEP 1 START 

STEP 2 INPUTN 

STEP 3 DECISION IF (N = 1) OR (N =2) THEN PRINT Correct input ELSE Wrong Input. 
STEP 4 STOP 


2. Flowchart 





NO YES 





4. Output 


RoaWe ona (4 ')'/=7-N-j [om = (5 


Enter any value? 5 
Wrong input 


(0) 4 





3. Program 
10 CLS 


20 INPUT "Enter any value";N 
30 IF (N = 1) OR (N = 2) THEN PRINT "Correct input" ELSE PRINT "Wrong input” 
40 END 


Computer Science 10 21) 


RIT SAN a OLET EVAN TST O) OFAN IE Of U) ET 


CU RYAN D) =O) BN UD) ST 





1. Algorithm 
STEP1 START 


STEP2 INPUT Obtained marks and Total marks from user. 2. Flowchart 
STEP3 COMPUTE Percentage (PER =OM/TM*100) oo 
STEP4 DECISION IF PER >=80AND <= 100, award grade A+ and GOTO step 11 € START 
STEP5 DECISION IF PER>=70, award grade A and GOTO step 11 
STEP6 DECISION IF PER >= 60, award grade B and GOTO step 11 INEUEOM:.TM A 
STEP7 DECISION IF PER >=50, award grade C and GOTO step 11 

STEP8 DECISION IF PER >= 40, award grade D and GOTO step 11 PESTS 
STEP9 DECISION IF PER >= 33, award grade E and GOTO step 11 





STEP 10 Award grade F and GOTO step 11 G=“AY = acne o Fda 
STEP 11 PRINT Grade awarded (G) _ 
NO 
STEP12 STOP YES iS 
G="A° PER>=70 
NO 
YES Is 
oS PER>=60 
NO 
YES Is 
Se PER>=50 
—_ 
YES Is 
a PER>=40 
NO 


YES Is 
Om Es k— PER>=33 
NO 
G — | he | 








Introduction to GW BASIC 


Practical Notebook 


3. Program 

10 CLS 

20 REM Calculate grade of a student 

30 INPUT "Enter the obtained marks";OM 

40 INPUT "Enter the total marks";TM 

50 LET PER = OM/TM*100 

60 IF PER >= 80 AND PER < 100 THEN G$ = "A+": GOTO 130 
70 IF PER >= 70 THEN G$ ="A": GOTO 130 
80 IF PER >= 60 THEN G$ ="B": GOTO 130 
90 IF PER >= 50 THEN G$ ="C": GOTO 130 
100 IF PER >= 40 THEN G$ = "D": GOTO 130 
110 IF PER >= 33 THEN G$ = "E": GOTO 130 
120 G$ = "F” 

130 PRINT "Grade = ";G$ 

140 END 


4. Output 


<\ C:\GWBASIC.EXE 

Enter the obtained marks? 400 
1h oh Xb ale wl ol ooh or Mn 1-bal fra spo) 0) 

(e} af- Yo (- Warm D) 

(e)'< 





SILIST [RJRUN—BRE/LOAD "SAVE "CONT, ” LPT Ly TRON TROP RKEY [RYSCREEN 


Computer Science 10 23) 


WRITE A PROGRAMMTO 
DISPLAY FIRST) TEN/ NATURAL NUMBERS 


USING FOR| NEXT; LOOP 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 STORAGE I= 1 

STEP 3 DECISION IS I <= 10 IF FALSE THEN GOTO STEP 6 
STEP 4 PRINT I 

STEP 5 COMPUTE I= I[+1 

STEP 6 STOP 


3. Program 


10 CLS 

20 FOR I= 1 TO 10 
30 PRINT I 

40 NEXT I 

50 END 





4. Output 


ac. C:\GWBASIC.EXE 


al 
2 
i) 
4 
5 
6 
7 
) 
) 
il 
k 


O 





LIST RUN— SAVE "SCONT “LPT 1 TRONS TROFE— SCREE 


2.4) Introduction to GW BASIC 


WRITE A PROGRAM TO PRING 


EVEN) NUMBERS FROM! 1 10)10 





1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 STORAGE I= 2 

STEP 3 DECISION IS I<=10IF FALSE THEN GOTO STEP 7 
STEP 4 PRINT I 

STEPS COMPUTE I=I+2 

STEP 6 GOTO STEP 3 

STEP 7 STOP 


3. Program 

10 CLS 

20 FOR I=2 TO 10 STEP 2 
30 PRINT I 

40 NEXT I 

50 END 








ILIST VARUN—_ iS} LOAD "SAVE “S| CONT ‘J, LPT 1 TRON. e/TROFE KEY §YSCREE 


Computer Science 10 25) 


WRITE A PROGRAM TO) PRINT ALL 


ODD NUMBERS BETWEEN 1 T0 10 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 STORAGE N= 1 

STEP 3 DECISION IS N < 10 IF FALSE THEN GOTO STEP 7 
STEP 4 PRINT N 

STEP5 COMPUTE N=N+2 

STEP 6 GOTO STEP 3 

STEP 7 STOP 





3. Program 


10 CLS 

20 FOR N = 1 TO 10 STEP 2 
30 PRINT N 

40 NEXT N 

50 END 





4. Output 


Rowe o#4(4')'/=7-0-] [om 45 


i\ 
1 
3 
be) 
7. 
) 
k 


(0) 


SILIST [RJRUN—ERE/LOAD "EE SAVE "CONT, ” LPT Ly TRON :/TROF EF. RKEY [RYSCREEN 





26) Introduction to GW BASIC 


rlasece Wehr deleleyzsy pipe) su) 


THE SERIES 2,4,6,...,100 





1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 STORAGE SUM = 0 

STEP 3 STORAGE I= 2 

STEP4 DECISION IS I<= 100 IF FALSE THEN GOTO STEP 8 
STEP 5 COMPUTE SUM = SUM+I 

STEP 6 COMPUTE I=I1+2 

STEP 7 GOTO STEP 4 

STEP 8 PRINT SUM 

STEP 9 STOP 


3. Program 

10 CLS 

20 LET SUM = 0 

30 FOR I= 2 TO 100 STEP 2 

40 SUM=SUM +I 

50 NEXT I 

60 PRINT "Sum of the series = ";SUM 
70 END 











4. Output 


CN C:\GWBASIC.EXE _ 


Sum of the series = 2550 
(eo) 





ILIST [JRUN—EE/LOAD "SAVE "CONT, “ LPT 1y/TRON—_TROFF.—KEY [YSCREE 


Computer Science 10 27) 


ar 
és 
errr AW Se Pec ey Tape) bh BN 


A TABLE OF GIVEN NUMBER 
UP TO TEN VALUES: 





1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 INPUT N 

STEP 3 STORAGE V=1 

STEP 4 DECISION IS V<=10IF FALSE THEN GOTO STEP 8 
STEP 5 PRINT V*N = V(N) 

STEP 6 COMPUTE V = V+1 

STEP 7 GOTO STEP 4. 

STEP 8 STOP 


3. Program 


10 CLS 

20 INPUT "Enter any number";N 
30 LET V=1 

40 WHILE V <= 10 

50 PRINT N;"*"3V;"=";V*¥N 
60V=V+1 

70 WEND 

80 END 





4. Output 


Rowe o#4(€4')'/=7-¥-j [om > 45 
Enter any number? 7 
* 7 


—— 
Oa 
a 
* 4 = 
* 5 = 
6S 
*7= 
* B= 
an 
* 1 


7 
7 
7 
7 
f/ 
7 
ti) 
7 
v7 
7 
k 


ce) 





SILIST [RJRUN—BRRE/LOAD "EESAVE "CONT, ” LPT 1y/ TRON TROF EF. RKEY [SCREEN 





28) Introduction to GW BASIC 


B 
we ETN Dole VAN Be) arel= US}= 
OF WSR NTON OP SENS MENTE 
(READ)5 VALUES FROM KEYBOARD 


AN) BIND aprlalay MEAN RAV RAND 
Co) MONS rls WaANVARUS Ney AIST 
Ne UNE VNR So} Waar yaes) 





1. Algorithm 2. Flowchart 
STEP 1 START Pet 
STEP 2 STORAGE DIM X(5) 
STEP3 STORAGE N=1,SUM=0 N=1 
STEP 4 DECISION IS N <=5 IF FALSE THEN GOTO STEP 9 
STEP5 INPUT X(N) 

STEP 6 COMPUTE SUM = SUM+X(N) YES 
STEP 7 COMPUTE N=N+1 
STEP 8 GOTO STEP 4 


SUM = SUM+X (N) 
STEP 9 COMPUTE MEAN = SUM/5 ae 





NO IS 


INPUT X (N) 





STEP 10 PRINT MEAN N=N#l 
STEP 11 PRINT Actual Acceleration iN =u 
STEP 12 COMPUTE DIFFERENCE = MEAN - 9.8 


PRINT MEAN 







STEP13 PRINT Difference 
STEP 14 STOP 





PRINT Actual Acceleration 


3. Program DIFFERENCE = MEAN - 9.8 


10 CLS 

20 DIM X(5) 

30 FOR N=1TOS 

40 INPUT "Enter the value of g";X(N) 

50 LET SUM=SUM+ X(N) 

60 NEXT N 

70 MEAN = SUM/5 

80 PRINT "Mean value of gis ";MEAN 

90 PRINT "Actual value of g is 9.8 m/sec.sec" 





oN C:\GWBASIC.EXE 


100 LET DIFFERENCE=MEAN-9.8 Soee peeve eae es 
110 PRINT "Difference is "; DIFFERENCE BuCEe eee ries 
120 END ea mneby ery aes LAT Cn 


Actual value of g is 9.8 m/sec.sec 


Difference is -.1599999 








j Computer Science 10 29) 


WRI SON PROC NYT TO) PIN Dain = 


FACTORIAL OF A GIVEN NUMBER 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP2 INPUT F 

STEP3 STORAGE N= 1 

STEP 4 STORAGE FACT = 1 

STEP 5 DECISION IS N <= F IF FALSE THEN GOTO STEP 9 
STEP 6 COMPUTE FACT = FACT*N 

STEP 7 COMPUTE N=N+1 

STEP 8 GOTO STEP 5 

STEP9 PRINT FACT 

STEP 10 STOP 


FACT = FACT *N | 
3. Program 








YES 


N=N+1 
10 CLS 
20 INPUT “ Enter number for factorial ”’; F 
30 FACT= 1 


40 FOR N=1 TOF 

50 FACT = FACT *N 

60 NEXTN 

70 PRINT “Factorial of a number = ”; FACT 
80 END 


4. Output 





Rowe o94(€4')'/=7-\-J [om 45 


1} oho —h al oh bi lol—b alls mo} ah at- Koh oo} an t- 0 Mirae «) 
1 t- Yoh clo} ah if-l Moh at- as oh bi 11] 0\—b at WA 0) 
fe) 





SILIST [RJRUN—ERRE/LOAD "EE SAVE "CONT, ” LPT 1 TRON TROF EF. RKEY [SCREEN 


® 





Introduction to GW BASIC 


TE STAN ROLE RAN LTO) PRINT 


THE STAR (>) IN TRIANGULAR FORM 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP2 STORAGE Y=5 

STEP 3 DECISION IS Y >= 1 IF FALSE THEN GOTO STEP 12 
STEP 4 STORAGE X=1 

STEP5 DECISION IS X <= Y IF FALSE THEN GOTO STEP 9 
STEP 6 PRINT * 

STEP 7 COMPUTE X = X+1 

STEP 8 GOTO STEP 5 

STEP9 PRINT 

STEP 10 COMPUTE Y = Y-1 

STEP 11 GOTO STEP 3 

STEP 12 STOP 


3. Program 

10 CLS 

20 FOR Y=5 TO 1 STEP -1 
30 FOR X= ITO Y 

40 PRINT “*”; 

50 NEXT X 

60 PRINT 

70 NEXT Y 

80 END 


4. Output 


Roa o#4(¢4')'/=7-0-] [om 45 
KKKKK 














SILIST [RZRUN—EE/LOAD "ER SAVE "CONT, ” LPT 1/TRON—/ TROF FR KEY SCREEN 


Computer Science 10 31) 


WRITE A PROGRAM TO FIEL AN 


ARRAY WITH LETTERS A, B, G, D 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 STORAGE A=1 

STEP 3 DECISION IS A <= 4 IF FALSE THEN GOTO STEP 8 
STEP 4 READ Values for D(A) from DATA statement 

STEP 5 PRINT D(A) 

STEP 6 COMPUTE A=A +1 

STEP 7 GOTO STEP 3 

STEP 8 STOP 


3. Program 

10 CLS 

20 DIM D$(4) 

30 FORA=1TO4 
40 READ DS(A) 
50 PRINT D$(A) 
60 NEXTA 

70 DATAA,B,C,D 
80 END 





4. Output 


Roa ova (e4!)'/=7-\-j [om = (5 


A 
i=) 
Cc 
1D) 
10) 


k 





ILIST VARUN— IE} LOAD “R!SAVE "S| CONT: J, LPT 1 TRON 3) TROFE’ KEY —YSCREE 


32) Introduction to GW BASIC 


= Wathe Veeeeire 
Practical | ENTER INTEGER TYPE DATA INTO 


AN ARRAY AND THEN TO PRINT 
THE VALUES IN REVERSE ORDER 





1. Algorithm 

STEP 1 START 

STEP2 STORAGEN=1 
STEP3 DECISION IS N <= 5 IF FALSE THEN GOTO STEP 7 2. Flowchart 
STEP 4 INPUT A(N) 

STEP5 COMPUTE N=N¢#1 

STEP 6 GOTO STEP3 

STEP7 PRINT ARRAY IN REVERSE ORDER: 

STEP8 DECISIONISN>=1IFFALSETHEN GOTO STEP 12 
STEP9 PRINT A(N) 

STEP 10 COMPUTE N = N-1 
STEP 11 GOTO STEP 8 
STEP 12 STOP 
























3. Program 
i ee PRINT “Array in 
20 DIM A(5) reverse order” _ 


30 FORN=1TOS5 

40 INPUT "Enter number = ";A(N) 
50 NEXT N 

60 PRINT "Array in reverse order” 
70 FOR N=5 TO 1 STEP -1 

80 PRINT A(N) 


90 NEXTN 4. Output 
100 END eee 


12} oh oh —b al oh bt 11) ol aie 
Enter number = ? 
Enter number = ? 
Enter number = ? 
Array in reverse order 


(0) 4 





ILIST [RZRUN RELOAD "ER SAVE "CONT, ” LPT 1/TRON/TROFE'_KEY YSCREEN| 


j Computer Science 10 33) 





WRITE A PROGRAM TO READ 
AN ARRAY WITH 20 NUMBERS 
AND FIND THE PRODUCT OF 
NUMBERS IN THAT ARRAY 





1. Algorithm 2. Flowchart 


STEP1 START START 


STEP 2 STORAGE PRO = 1 —" 
STEP3 DIM N(20) PRO = 1 | 
STEP 4 STORAGE K=1 

STEP5 DECISION IS K <= 20 IF FALSE THEN GOTO STEP 10 
STEP 6 INPUT N(K) 

STEP 7 COMPUTE Product = (Product *N(K)) 

STEP8 COMPUTE K =K+1 

STEP 9 GOTO STEP 5 


STEP 10 PRINT Product 
STEP 11 STOP 


3. Program 

10 CLS 

20 PRO = 1 

30 DIM N(20) 

40 FOR K = 1 TO 20 

50 INPUT "Enter number";N(K) 

60 PRO = PRO * N(K) _ 
70 NEXT K preeperercy 


1h oh al oh bi lel— baits 
" — mf, 1p ohh al oh bi lol—b alta 
80 PRINT "Product = ";PRO a otek g eirabai 
1H eh Xb ale oh bi lel—b alts 
90 END Enter number? 
1 ehh al oh bi lol—w alta 
Enter number? 
Enter number? 
1 oh XS al oh bhi lol — bate 
Enter number? 
1 oh XS al oh bby ol — bate 
Enter number? 
|p oh XS al oh bb ol — bate 
Enter number? 
Enter number? 
1h oh Xb al oh bhi lel— baste 
Enter number? 
1h oh Xb al oh bt el — bate 
Enter number? 
Product = 6.636768E+13 
Ok 








NAIODIDUAWNHHDAODIKDU AWD /'l 





LIST VARUN—E)} LOAD “RR! SAVE "RES CONT J, LPT 1 TRON. sJTROFF WSCREE 


Introduction to GW BASIC >» 





Practical | WRITE APROGRAM TO FIND THE 


129 LARGEST) NUMBER OUT) OF GIVEN 
110 NUMBERS) USING AN/ ARRAY, 





1. Algorithm 2. Flowchart 


STEP 1 START 
STEP 2 STORAGE N=1 
STEP3 DIM X(10) N= 1 
STEP 4 DECISION IS N <= 10 IF FALSE THEN GOTO STEP 8 
STEP5 INPUT X(N) 

STEP 6 COMPUTE N=N+1 

STEP 7 GOTO STEP 4 

STEP 8 STORAGE Y=2 

STEP9 STORAGE MAX =X‘(1) 

STEP 10 DECISION IS Y <= 10 IF FALSE THEN GOTO STEP 14 


~~ 


R 
oy 


> 7 ~ 
ia Pa een ON 
& ANADNYDT x 
f Ss | A YQ ‘ 
\ (Via a ie 7 
2 sn Pt sat eg 

. a ti Z 





DIM X(10) 


IS 
N <= 10 
NO 
YES 
INPUT X(N) / 





STEP 11 DECISION IF X(Y) > MAX THEN MAX = X(Y) = 
STEP 12 COMPUTE Y= Y+1 ee 

STEP 13 GOTO STEP 10 

STEP 14 PRINT MAX MAX = X(1) 


STEP 15 STOP 
IS 
VW 10) 








YES 
IF 


X(Y) > MAX 
eal 
MAX = X(Y) | 


Y= Ver) 





PRINT MAX 








Computer Science 10 35) 


Practical Notebook 


3. Program 

10 CLS 

20 REM Find out the largest number out of 10 given numbers 
30 DIM X(10) 

40 FORN=1 TO 10 

50 INPUT "Enter number"; X(N) 

60 NEXTN 

70 LET Y=2 

80 LET MAX = X(1) 

90 WHILE Y <= 10 

100 IF X(Y) > MAX THEN MAX = X(Y) 
lloY=Y+1 

120 WEND 

130 PRINT "Largest number = ";MAX 
140 END 


4. Output 


mown ona e4','/=¥:N-j (om = ¢5 
Enter number? 4 
Enter number? 6 
1h oh —b al oh b 111] ofS ata} 
Enter number? 
Enter number? 
Enter number? 
Enter number? 
Enter number? 
Enter number? 
DH el Xb ale obi lel—waned 
Largest number = 22 
fe) 





ILIST [JRUN—BRE/LOAD "SAVE "CONT, ” LPT 1 TRON -TROF EF. RKEY [SCREEN 


36) Introduction to GW BASIC 


WRITE A PROGRAM|TO PRINT 
ALIS); OF ODD NUMBERS 


FROM THE GIVEN NUMBERS 
6,42,4,77,32,9,21,22,8,45,15,46 





1. Algorithm 
STEP 1 START 


STEP 2 DIM A(11) 

STEP 3 STORAGE N = 0 

STEP4 DECISIONISN<=11 IF FALSE THEN GOTO STEP 8 
STEP 5 READ values for A(N) from DATA statement 

STEP 6 COMPUTE N=N+1 

STEP 7 GOTO STEP 4 

STEP8 DECISION IS (N<=11)IF FALSE THEN GOTO STEP 14 
STEP9 DECISION IS A(N) MOD 2 <> 0 IF FALSE THEN GOTO STEP 11 
STEP 10 PRINT A(N) 

STEP 11 COMPUTE N = N+1 ey 
STEP 12 GOTO STEP 8 

STEP 13 DATA Me Neen 
STEP 14 STOP 


2. Flowchart 





Ne 


YES 
INPUT A(N) 





YES 





INN 


3. Program x 
10 CLS eg 


20 DIM A(11) 

30 FORN=O0TOII 

40 READ A(N) 

50 NEXTN 

60 DATA 6, 42, 4, 77, 32, 9, 21, 22, 8, 45,15, 46 
70 FORN=0TOII 

80 IFA(N) MOD 2 <> 0 THEN PRINT A(N) 
90 NEXTN 

100 END 








YES 


PRINT A(N) 





NING! 





j Computer Science 10 





@ 


WRITE A PROGRAM TO.INPUT 
NUMBERS IN TWO DIMENSIONAL 
ARRAY WITH 2 COLUMNS AND 
2 ROWS AND DISPLAY THE 
RESULT IN THIRD ARRAY 
BY ADDING THESE ARRAYS. 


Practical 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 STORAGE R= 1 

STEP 3 STORAGE C= 1 

STEP4 DECISION IS R<=2 IF FALSE THEN GOTO STEP 14 
STEP5 DECISION IS C<=2 IF FALSE THEN GOTO STEP 11 
STEP 6 READ Values in X(R,C), Y(R,C) from DATA Statement 
STEP 7 COMPUTE Z (R,C) = X(R,C)+Y(R,C) 

STEP 8 PRINT Z(R,C) 

STEP 9 COMPUTE C=C+1 

STEP 10 GOTO STEP 5 

STEP 11 PRINT 

STEP 12 COMPUTE R= R+1 

STEP 13 GOTO STEP 4 

STEP 14 STOP 





DIM X(2,2), Y(2,2), Z(2,2) 












NO 
ik tO” 


YES 


[iS @=1 1072 











3. Program 
10 CLS 


20 DIM X(2,2), Y(2,2), Z(2,2) 
30 FORR=1TO2 


40 FORC=1TO2 
50 READ X(R,C), Y(R,C) 4. Output 
60 Z(R,C) = X(R,C)+Y(R,C) Ee eerste 
70 PRINT Z(R,C), 

80 NEXT C 

90 PRINT 

100 NEXT R 

110 DATA 7,5,7,6 
120 DATA 4,3,6,5 


130 END 





ILIST [RJRUN—BRE/LOAD "SAVE "CONT, ” LPT 1 TRON—_SRTROFE WSCREE 
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Pete] WRITE APROGRAM|TO)SORG 
THELIST OF 20 NAMES 


LNB) SS) 65 1D) NETO) AD) Sn 





1. Algorithm 
STEP1 START 


STEP2 STORAGEN=1 

STEP3 DECISION IS (N < 20) IF FALSE THEN GOTO STEP 7 

STEP4 INPUT A(N) 

STEP5 COMPUTEN=N+1 

STEP 6 GOTO STEP 3 

STEP 7 DECISION IS (K = 1 TO 20) IF FALSE THEN GOTO STEP 13 
STEP 8 DECISION IS (L=K +1 TO 20) IF FALSE THEN GOTO STEP 12 
STEP9 DECISION IF A(K) < A(L) THEN TEMP = A(K):A(K) = A(L): A(L) = TEMP 
STEP 10 COMPUTE L=L+1 

STEP 11 GOTO STEP 8 

STEP 12 COMPUTE K = K+1 

STEP 13. GOTO STEP 7 

STEP 14 PRINT “Names in descending order:”; 

STEP 15 DECISION IS (N =1 TO 20) IF FALSE THEN GOTO STEP 18 
STEP 16 PRINT A(N) 

STEP 17 COMPUTEN=N+7+1 

STEP 18 GOTO STEP 14 

STEP 19 STOP 
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2. Flowchart 


YES 





IS NO 
YES 


L=K+1T0O19 


IF 
A$(K) < A$(L) 
~<a 
TEMPS=AS(K) | 
A$(K) = A§(L) | 





3. Program AS(L) = TEMPS 
10 CLS 


pial | 


20 DIM A$(20) 

30 FOR N= 1 TO 20 

40 INPUT "Enter name";A$(N) 
50 NEXT N 

60 FOR K = 1 TO 20 

70 FOR L=K +1 TO 20 


80 IF A$(K)<A$(L) THEN TEMP$=A$(K):A$(K)=A$(L):A$(L)=TEMP$ 


90 NEXT L 

100 NEXT K 

110 PRINT "Names in descending order: "; 
120 PRINT 

130 FOR N = 1 TO 20 

140 PRINT AS$(N) 

150 NEXT N 

160 END 
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4. Output 





C:\GWBASIC.EXE 


Enter name? 
Enter name? 
Enter name? 
Enter name? 
Enter name? 
Enter name? 
Enter name? 
Enter name? 
Enter name? 
| yo Xb a oY- b11\— Weg 
| yo Xb a oY - HW 
| yo Xb al o¥- big 
| ho Xb a oY - bi Weg 
| Dy oh Xb a oY -b 1 1\— Weg 
| ho Xb a oh 1B 
| yo Xb a of —b 1 Weg 
| yo Xb a oY -h 1 \—Weg 
Enter name? 
| oh Xb a of- 01 (We 
Enter name? 


AHMED 
AIMAN 
ANAM 
ASGHAR 
BILAL 
FAROOQ 
FATIMA 
KHALID 
KHALIL 
MEHWISH 
SV ANVANY 
SABA 
SAJID 
SAQIB 
SHAFIQ 
SIDRA 
SONIA 
TARIO 
VAN NS 
ZUBAIR 


Names in descending order: 











WRITE A PROGRAM USING 
SUBROUTINE NAMED MEAN/AND 


CALL THIS IN MAIN FUNCTION 





1. Algorithm 
STEP1 START 


STEP2 DIM G(5) 

STEP3 STORAGE N=1, SUM=0 

STEP4 DECISIONISN<=5IFFALSE THEN GOTO STEP8 
STEP5 INPUT G(N) 

STEP 6 COMPUTE SUM = SUM+G 

STEP 7 COMPUTE N=N?+1 

STEP 8 GOTO STEP 3 

STEP 9 SUBROUTINE MEAN 

STEP 10 COMPUTE MEAN = SUM/5 

STEP 11 PRINT MEAN 

STEP12 PRINT Actual value of g 

STEP 13 COMPUTE DIFFERENCE = MEAN-9.8 
STEP 14 PRINT DIFFERENCE 

STEP 15 STOP 


3. Program 

10 CLS 

20 REM How subroutine is called in main function 
30 DIM G(5) 

40 FORN=1TOS5 

50 INPUT "Enter the value of g";G(N) 

60 LET SUM = SUM + G(N) 

70 NEXTN 

80 GOSUB 100 

90 END 

100 MEAN = SUM/5 

110 PRINT "Mean value of g is "; MEAN 

120 PRINT "Actual value of g is 9.8 m/sec.sec" 
130 LET DIFFERENCE = MEAN-9.8 

140 PRINT "Difference is "; DIFFERENCE 
150 RETURN 


2. Flowchart 





ISN = 15SUM—0 


INPUT G(N) 


SUM =SUM+G(N) | 


N=N+1 





GOSUB SUBROUTINE | 
MEAN = SUM/5 | 


PRINT MEAN 
DIFFERENCE = MEAN-9.¢— 


PRINT DIFFERENCE 







PRINT 9.8m/s.s 





4. Output 


CN C:\GWBASIC.EXE 


Enter the value of g? 9 

2 oh nod ol — Ic (oh ae an) 

Enter the value of g? 9. 

Enter the value of g? 9. 

Enter the value of g? 9. 

Mean value of g is 9.640001 
Actual value of g is 9.8 m/sec.sec 


| Ds nib af) ool — Ws es oe hoo he’) 
(@) 4 
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RIT SAN ROLE EVAN | TO) OO) U NT 
NUMBER OF CHARACTERS) IN YOUR 


YAN S63 EU) DD eS) PANG SS 





1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 INPUT Name 

STEP3 COMPUTE Length ofname=LEN (N$) 
STEP 4 PRINT Length of name 

STEPS STOP 





3. Program 


10 CLS 

20 INPUT "Enter your name";N$ 
30 LENGTH = LEN(NS) 

40 PRINT LENGTH 

50 END 





4. Output 


c\' C:\GWBASIC.EXE 
Enter your name? FAROOQ AHMED SADDIQUI 
21 


Ok 





MILIST VARUN—_} LOAD "RR !SAVE "| CONT: yj,” LPT 1 /TRON_EEJTROFF_RKEY 9ROSCREE 


42) Introduction to GW BASIC 


af 
les 
errors MRS ND ROMAN TOGA aU 


| FIVE INTEGER NUMBERS 
(RANDOM) FROMM T0100 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 STORAGE [= 1 

STEP 3 DECISION IS I <=5 IF FALSE THEN GOTO STEP 7 
STEP 4 PRINT RANDOM NUMBER 

STEPS COMPUTE [=I+ 1 

STEP 6 GOTO STEP 3 

STEP 7 STOP 











3. Program 
10 CLS 


20 FORT=1TO5 

30 PRINT INT(RND * 100) 
40 NEXT I 

50 END 








ILIST [RZRUN—ERE/LOAD "EU SAVE "CONT, ” LPT 1/TRON/ TROF FF. RKEY SCREEN 
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WRITE A PROGRAM 7,0) GONVERS 
PAN IANS) 07 | 070) B) =a 


O70) Xn =e) AO) NN] DINE) (On ANSY ANG Sn 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 INPUTN 

STEP 3 COMPUTE CHAR$ = CHRS(N) 
STEP 4 PRINT CHARS 

STEP5 STOP 


3. Program 

10 CLS 

20 INPUT "Enter ASCII code";N 
30 CHARS = CHRS(N) 

40 PRINT "Character = ";CHAR$ 
50 END 





4. Output 


mc C:\GWBASIC.EXE 

1} oh tb ay Vo] On I BN Lolo (Wa o}o) 
0} o¥-bat-Loh X—) aN 

(eo) 





SILIST [RZRUN—EE/LOAD "ER SAVE "CONT, ” LPT 1/TRON_/ TROFF.RKEY SCREEN 


44) Introduction to GW BASIC 


URSA PRON ANT OC) ORIN 
Sr ARAG ants) SUA OMT nls Sie 


SON ISTAN VAIN Ney Ney USS Ne ilps BU Neate) 





1. Algorithm 2. Flowchart 


STEP 1 START 

STEP 2 STORAGE A = “Pakistan Zindabad”’ 
STEP 3 Extract string using MID$ function 
STEP 4 PRINT Extracted string 

STEP 5 STOP 





3. Program C$ = MID$ (A$,6,3) 
10 CLS 

20 LET A$ = "Pakistan Zindabad”’ 
30 C$ = MIDS$(A$,6,3) 

40 PRINT C$ 

50 END 





4. Output 


_SX_C:\GWBASIC.EXE 
tan 
(e) '4 





sILIST VARUN—) LOAD "R!SAVE "S| CONT: 3, LPT 1 TRONEJTROFF-RKEY BY SCREE 
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URS AVP ROO MAT OO RINT PINS Urls = 
NOTA ANGI SS) BROWN CSUN Chant =i 


Usany Us Ney is sip) aU eile) 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 INPUT a string from user 

STEP 3 Extract first three characters from given string using Left$ function. 
STEP 4 PRINT Extracted string 

STEP 5 STOP 





3. Program C$ = LEFT$ (N$,3) 
10 CLS 

20 INPUT "Enter your name";N$ 

30 C$ = LEFT$(N$,3) 

40 PRINT "First three characters of your name are : ";C$ 
50 END 





4. Output 


RoW ona e4')'/=7-N-j [om > (5 

Enter your name? Atif 

First three characters of your name are : Ati 
ie} < 





SILIST [/RUN—RRE/LOAD "SAVE "CONT, ” LPT 1 TRON -TROF EF. KEY [SCREEN 
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I SAN OLE SV ANY TST OC) BIN 
THE AREA OF THE RECTANGLE 


US) SCF) Se NT SUA SL St NT 





1. Algorithm 

STEP 1 START 

STEP 2 User defined function DEF FN to find area as DEF FN A(Y,Z) = Y*Z 
STEP 3 INPUT L, W 

STEP 4 PRINT FN A(L,W) 


2. Flowchart 
STEP 5 STOP 





3. Program 


DEF FN A(Y,Z) = Y*Z 
10 CLS ee 
20 DEF FN A(Y,Z) = Y * Z Sy 


30 INPUT "Enter length of rectangle";L 

40 INPUT "Enter width of rectangle";W 

50 PRINT "The area of rectangle is"; FN A(L,W) 
60 END 





4. Output 


=X _C:\GWBASIC.EXE 


Enter length of rectangle? 6 
Enter width of rectangle? 7 
The area of rectangle is 42 
e) 4 





MILIST VARUN—_ I) LOAD "R|SAVE "| CONT: J, LPT 1y/ TRON EJTROFF-KEY ERY SCREE 
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eS OWRITE A PROGRAMITOINPLEMENT A 


SES rlONS DINaeTOR/ USING Sseu Ss \ipyve 
NG GS) BIE SS rls PROOMAN SrlOU lp) =} = 
TOAGAS ES Oa RIN lS Sap Saale) |= 
* NUMBERS|AND ADDRESS OF: YOUR FRIENDS 

TONS SUS NE ais 


Practical 





1. Algorithm 2. Flowchart 
STEP 1 START 

STEP 2 STORAGE S=“Y” 

STEP3 OPEN file “MPHONE.TXT” for OUTPUT as #1 

STEP 4 DECISION IF S=“Y” OR S =“y” IF FALSE THEN GOTO STEP 9 
STEP5 INPUT Name, Phone and Address 

STEP 6 WRITE Name Phone and Address in MPHONE.TXT file 
STEP7 INPUTS 

STEP 8 GOTO STEP 4 

STEP 9 CLOSE #1 

STEP 10 STOP 












3. Program 

10 CLS 

20 S$="Y” 

30 OPEN "MPHONE.TXT" FOR OUTPUT AS #1 
40 WHILE S$="Y" OR S$ = "y” 

50 INPUT "Enter name";N$ 

60 INPUT "Enter phone";P$ 

70 INPUT "Enter Address";A$ 

80 WRITE #1, N$, P$, A$ 

90 INPUT "Do you want ot enter more record [Y/N]";S$ 
100 WEND 











CLOSE # 1 





110 CLOSE #1 4. Output Si 
120 END Enter name? AHMED 


Enter phone? 03064455667 

1 oh hy ae Volo halt ramm YN; (0) 242) 

Do you want ot enter more record [Y/N]? Y 
Enter name? FAROOQ 

Enter phone? 03337788995 

Enter Address? RAWALPINDI 

Do you want ot enter more record [Y/N]? N 
Ok 





ILIST [RJRUN—RE/LOAD "SAVE "E)CONT—_, ” LPT 1y/TRON_R:/TROFF: WYSCREE 
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WRITE A PROGRAM 1/0 DRAW, 
| ALINE USING LINE STATEMENT 





1. Algorithm 2. Flowchart 


Step 1 START 

Step 2 PRINT SCREEN 2 

Step 3 PRINT LINE (100,20) - (550,180) 
Step 4 STOP 


START 


Ph) fi T Ay 
f ] ) 





3. Program 
10 CLS 

20 SCREEN 2 a 
30 LINE (100,20)-(550,180) — 


40 END 
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WRITE A PROGRAM TO DRAW 
A RECTANGLE USING LINE 
| STATEMENT, 





1. Algorithm 2. Flowchart 
Step 1 START START 


Step 2 PRINT SCREEN 2 
Step 3 PRINT LINE(100,50) - (540,150),, B 
Step 4 STOP 





3. Program cn 
10 CLS 

20 SCREEN 2 ae 
30 LINE (100,50) - (540,150),,B “——— 


40 END 
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1. Algorithm 
STEP 1 START 


STEP 2 PRINT SCREEN 2 

STEP 3 PRINT LINE (320,50)-(370,150) 
STEP 4 PRINT LINE (370,150)-(270,150) 
STEP 5 PRINT LINE (270,150)-(320,50) 
STEP 6 STOP 


3. Program 

10 CLS 

20 SCREEN 2 

30 LINE (320,50)-(370,150) 
40 LINE (370,150)-(270,150) 
50 LINE (270,150)-(320,50) 
60 END 


=X _C:\GWBASIC.EXE 


WRITE A PROGRAM TO DRAW A 
TRIANGLE USING LINE STATEMENT 


2. Flowchart 


START 





See 








(0) 4 
i 
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1. Algorithm 

Step 1 START 

Step 2 PRINT SCREEN 2 

Step 3 PRINT CIRCLE(320,100),80 
Step 4 STOP 


3. Program 

10 CLS 

20 SCREEN 2 

30 CIRCLE (320,100),80 
40 END 


WRITE A PROGRAM 


TO DRAW A CIRCLE USING 


CIRCLE STATEMENT 


2. Flowchart 


START 
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1. Algorithm 

STEP 1 START 

STEP 2 PRINT SCREEN 2 

STEP 3 PRINT CIRCLE (320,100),60 
STEP 4 PRINT CIRCLE (320,100),80 
STEP5 STOP 


3. Program 

10 CLS 

20 SCREEN 2 

30 CIRCLE (320,100),60 
40 CIRCLE (320,100),80 
50 END 





WRITE A PROGRAM TO DRAW 
CONCENTRIC CIRCLES USING 
CIRCLE STATEMENT 


2. Flowchart 


START 
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1. Algorithm 

STEP 1 START 

STEP 2 PRINT SCREEN 2 

STEP 3 PRINT CIRCLE (320,100),150 
STEP 4 PRINT LINE(470,100)-(170,100) 
STEP 5 PRINT LINE(170,100)-(320,38) 
STEP 6 PRINT LINE (320,38)-(470,100) 
STEP 7 STOP 


3. Program 

10 CLS 

20 SCREEN 2 

30 CIRCLE (320,100),150 
40 LINE (470,100)-(170,100) 
50 LINE (170,100)-(320,38) 
60 LINE (320,38)-(470,100) 
70 END 
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WRITE A PROGRAM TO DRAW, 
AT fea ain WiThIN A GIRGLE 


URSIN} 





LINE STATEMENT 


2. Flowchart 


START 








1. Algorithm 

STEP 1 START 

STEP 2 PRINT SCREEN 2 
STEP 3 PSET (220,150) 

STEP 4 DRAW “E100 F100 L200” 
STEP5 STOP 


3. Program 


10 CLS 

20 SCREEN 2 

30 PSET(220,150) 

40 DRAW "E100 F100 L200” 
50 END 


PADS =  OLEI RUAN OLE) VAN IT AY 


ETAT RANGES USNs USN iN 


2. Flowchart 


START 
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Sy 


| WRITE APROGRAM THAT DISPLAYSIA 
GIRGLE WiTiHIN A TRIANGLE USING 
» DRAW AND CIRCLE STATEMENTS 





1. Algorithm 2. Flowchart 
STEP 1 START ee 


STEP 2 SCREEN 2 

STEP 3 PSET(200,130) 

STEP 4 DRAW “E100 F100 L200” 
STEP 5 CIRCLE(300,100),50 
STEP 6 STOP 





3. Program 
10 CLS 


20 SCREEN 2 

30 PSET(200,130) 

40 DRAW "E100 F100 L200” 
50 CIRCLE (300,100),50 


60 END Ss 





WRITE A PROGRAM TO) DISPLAY AMAGENTA\ 
| COLORED CIRCLE ON MONITOR SCREEN 





1. Algorithm 2. Flowchart 
STEP 1 START 

START 
STEP 2 SCREEN 8 — 
STEP3 CIRCLE (320,100),50,5 





3. Program 

10 CLS 

20 SCREEN 8 

30 CIRCLE (320,100),50,5 


Stop 
40 END ee 
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Q.1 Whatdoes BASIC means? 
Ans. BASIC is the abbreviation of Beginner's All-Purpose Symbolic Instruction Code. It 1s a language 
which was invented to teach students a fundamental concept of programming. 


Q.2 Who invented the BASIC Language? 
Ans. In 1963 two Americans John Kemeny and Thomas Kurtz developed BASIC (Beginner's All- 
Purpose Symbolic Instruction Code) language for computers at Darmouth College. 


Q.3 What are the basic rules of a GW-BASIC program? 
Every GW-BASIC program should have the following rules: 


° Every program statement must begin with line number. 
° Every program should end with an END statement. 

° There should be no repetition of lines. 

° Every statement should be separated by (:) colon. 


Q.4 How many types of variables are used in GW-BASIC? 
Ans. Two types of variables are used in GW-BASIC. They are called numeric variables and string 


variables. 


Q.5 What are Numeric Variables? 


Ans. Numeric variables are those variables that can store numeric values. 


Q.6 What are String Variables? 
Ans. String variables are those variables that can store sequence of characters. 


Q.7 Whatis a constant ? 
Ans. Constantis a quantity whose value cannot be changed; it cannot be changed like a variable. There are 


numeric constants and string constants. 


Q.8 Whatis a Numeric Constant? 
Ans. Numeric constant consists of integers, single-precision or double- precision numbers. 


Q.9 What is a String Constant? 
Ans. AString constant is a sequence of alphanumeric characters enclosed in double quotation marks. The 
maximum length ofa string constant 1s 255 characters. 


Q.10 What is a Direct Mode? 
Ans: When GW-BASIC is loaded, it shows OK message, it is in Direct Mode. In this mode GW-BASIC 
commands are executed as they are typed. Results are displayed immediately but the commands are 


lost after execution. 
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Q. 11 
Ans. 


Q.12 
Ans. 


Q.13 
Ans. 


Q.14 
Ans. 


Q.15 
Ans. 


Q. 16 
Ans. 


Q.17 
Ans. 


Q.18 
Ans. 


Q.19 
Ans. 


Q.20 
Ans. 


Q.21 
Ans. 


Whatis an Indirect Mode? 
The Indirect mode is used to type the programs. The program loaded in memory is executed by 


entering RUN command. 


What is a Flow Chart? 
Flowchart 1s the pictorial representation of an algorithm. We can present the flow of data in visual 


form with a Flowchart. 


Whatis an Algorithm? 
An Algorithm 1s a step by step procedure for solving a problem e.g., a recipe for baking a cake is an 


algorithm? 


What are logical errors? 
Such errors are called logical errors that are caused 1n a program due to improper use of symbols and 


date or wrong use of formula. 


What are Syntax Errors? 
Syntax errors occur when the program violates one or more grammatical rules of the programing 


language. These errors are detected at compile time. 


Whatis a Loop? 
Loop is a technique to execute a set of statements repeatedly. 





What is an array? 
Such collection of contiguous memory collections is called array which can store data of same type. 


Whatis a pixel? 
A tiny dot that is used to represent a picture 1s called a pixel. 
What are reserved words or Key words? 


In GW-BASIC some words have fixed meanings and cannot be used as a variable, such words are 
called keywords or reserved Words e.g., IF, THEN, NEXT, FOR. 


Whatis the use of REM statement? 
We use REM statement to add remarks 1n our GW-BASIC programs. 


Whatis a Screen statement? 
In GW-BASIC programming, screen statement is used to change the text mode into graphic mode or 


to change graphic mode into text mode. 
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Microsoft Word is the Word processing application in the Microsoft Office Suite. User can create 


professional-looking, formatted text documents such as letters, flyers, memos and more. 


MS-Word Application Window 

Besides Word processing, MS-Word allows users to perform many tasks 1n a typical office environment. 
Shown below is the Microsoft Word default window. When MS-Word is launched, a new blank document 
or default window opens in Print Layout view. Although window elements are fully explained in our class, 


here a brief explanation of the MS-Word window. 


Title bar Standard Tool bar Formatting Toolbar 







Control Buttons 







A) Document] - Micros on — = ial % 
| Fie Ede Vew Insert Farmat Took Table Window Heb 
BRA BH 1 100% 









-~@. 





Vertical scroll bar et 





= 
|—> 
Office Assistant 





— —-» | End of document marker 


Horizontal scroll bar ~ \e 
Re aia} >|4| +l 


Page L Sec | Wi ‘ar 1" in 1 Veo | 





MS-Word Application Window 


COME 05 Word 5 





With Practical Notebook 
Title bar 


Title bar is located at the top of Word window. It displays the document name followed by a program 


name. 





Menu bar 

Menu bar consists of different menus. Menu bar begins with the File menu item. The next 
choice is Edit followed by View, Insert, etc. The last two choices are always Window and 
Help. Every menu consists of commands to perform operations on present data. 


| Ble Edt View Insert Format [ools Table Window Hep 





Standard toolbar 

Standard Toolbar consists of a group of buttons labeled with icons. The Standard Toolbar in 
WORD 2000 is used to Create a new document, Open an existing document, Save a 
document, Print a document, Preview what the printed output will look like. There are also 
buttons for frequently used functions, such as Spell Checking, Cut, Copy, Paste, Undo, 
Redo, etc. The Standard Toolbar may be customized to meet individual preferences. 


Osh GRY Sav o->- @HORRS ET 100% -@.| 


Formatting toolbar 

Formatting Toolbar contains buttons used for formatting text. It consists of a group of buttons 
labeled with icons. The Formatting Toolbar in WORD 2000 1s used to select Font, Font size, Font 
style, such as Bold, Italics, or Underline. The formatting toolbar is also used to Align text and apply 
Bullets and Numbering within a document. The Formatting Toolbar may be customized to meet 


individual preferences. 





Normal ~ Times New Roman ~ 1? 


Ruler 


Ruler is used to set margins, indents, and tabs. It allows tab stops to be set. To set tabs, follow 


these steps: 





© Select the paragraphs in which user wants to set tab stops. 

e Click the tab character at the far left of the horizontal ruler until it changes to the type 
of tab user wants. 

e Click on the horizontal ruler where user wants to set a tab stop. 

e Vertical ruler is used to set margins, indents and tabs vertically. 
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Ruler with Tab Leader Characters 


Tab leader 
character 





Each Tab Leader Character 1s briefly described. 


® Select this tab leader character to set a decimal alignment ( = ) tab stop. 

e Select this tab leader character to seta right-justify (4 ) tab stop. 

e Select this tab leader character to set a left-justify ( & ) tab stop. 

6 Select this tab leader character to set a center (+ ) tab stop.. 

e To change margins, click and drag the margin settings left or right 
Document Window 


It is used to create, save and edit the document. 


Insertion Point 


Itis the location where the character typed will appear in the document. 


End-of-document marker 


It indicates the end of the document. 


Scroll bars 





These are used to view parts of the document. There are two types of scroll bars; Horizontal Scroll 
Bar is used to view the document from left to right and vertical scroll bar is used to view the 


document from top to bottom. 

_———— es + 
Status bar 

Status bar, which is a horizontal area at the bottom of the document window in Microsoft Word, 


provides information about the location of insertion point like Page number, Section number, At 


measurement, Line number, Column number, etc. 


[Page d= Sect LT i Ol Pe eee) a 





Office Assistant 


It is used to open Microsoft Office Help feature. User can take help by typing 
the keyword through Office Assistant. 





(Os Wor 5 





SRE AN DOP a Ne; Oe UNS Nits 





There are several ways to create new documents and to open existing documents in MS-Word. 


Create a New Document 
e Click the New 


Document button | St Ye inset Format Tools Table Window Help 


OSE SAY HBF o-- SHORTEN T om  ~B. 
on the standard tool —f} Norma ~ Times New Raman 2 very EESe EES O-¢-A-. 


bar. OR GS See Sw ES. bats 6s Ne haar sree aia — | 


e Choose File and 
then New from the 


menu bar.OR 


e Press Ctrl +N 
(press and hold the 
Ctrl key while 
pressing "N" on the 
keyboard). 





Open an Existing Document 

e Click the Open File button on 
the standard tool bar. OR 

e Choose File and then Open 
fromthe Menu bar.OR 

e Press Ctrl + O (press and hold 
the Ctrl key while pressing 
"O" on the keyboard). 


Each method will show Open dialog 
box. Choose the required file and click 


the Open button. Fates of type: [alt word Documents >| 


Fike fame, 





= Computer Science 10 63) 


SAVING RENAMING AND 
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There are several ways to save new documents in MS-Word. 


Save a Document 
e Click the Save We button on the Tool bar. OR 
e Select File and then Save from the Menu bar. OR 
e Press Ctrl + S (press and hold the Ctrl key while pressing "S" on the keyboard). 


Renaming Documents 
Torename MS-Word document while using the program: 
e Select File and then Open and find the document to be renamed. 
e Right-click on the document name with the mouse and select Rename from the shortcut menu. 


e Type the new name for the document and press the ENTER key. 





Close a Document 
e Close the current document by selecting File and then Close from menu bar. OR 
e Click the Close icon on the Title bar. OR 
e Press Alt + F4 (press and hold the Alt key while pressing F4 key on the keyboard). 


(RR vs Wor 5 





IN(PING, ISSN Saks er Ne 


AND DELETING TEXT 





Typing and Inserting Text 





Serer Fi” 
jt Gh ie Sra, hood ol lull) Ween AA 
ee) ee he ee ae Be - 
. . . {bres - Trmee Fey. oTian = di =| cs j[f-o 4 
To enter text, just start typing. The text will appear — ———""‘=_anen 







where the blinking cursor is located. 


| 


To insert text, somewhere else in the document 
move the cursor by using the arrow buttons on the _ 
keyboard or positioning the mouse and clicking 
the left button. 

8 | Doon ull nore 

Fle Edt View Inseam Format Took Tabe Window Help 
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About Pakistan 


The Islamic republic of Pakismmn emerged as an independent sovereign state on 14th 
August 1947, as a resale of the division of former Britesh India. It lies between 25-35% to 
37- 05 north lanende and 60-50 to T7- $0 east longitude touching the Hindukush 
Mountains in the north ond extending from the Pamirs to the Arabian Sea. 


Pakistan covers 796,095 sq.km with a population of 132.35 million according to 
population census 1998. [tis divided into four provinces: 


Khyber Pakltun Kiwa, 
Balochistan, 


The keyboard shortcuts listed below are also helpful when moving through the text of a document. 


MS Word Shortcuts 

Keystroke Action 

HOME Beginning of the line 
END End of the line 

Ctrl + HOME Top of the document 
Ctrl + END End of the document 
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Selecting Text 


To change any attribute of text 1t must be selected first. 


® Select the text by dragging the mouse over the desired text while keeping the left mouse 
button pressed. OR 
® Hold down the Shift key on the keyboard while using the arrow keys to select the text. 


Ele Edt Yew Insert Format Took Table window Help 
Cee @ar t£e&8a 7 - - S2FAORBRL HFT im i. 
Nommal = Times New Roman ~2? wery EZSe =e? O-Z-A-. 


About Pakistan 
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37. 04 north latitude and 60-50 to T7- 50 east longitude touching the Hindukush 


Mountains in the north and extending from the Pamurs to the Arabian Sea. 


Pakistan covers 796,095 sq.km with a population of 152.35 million according to 
population census 1998. It is divided mito four provinces: 


Sindh. 

Punjab, 

Khyber Pakhtun Khwa, 
Balochistan. 


rm 
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The following table contains shortcuts for selecting a portion of the text. 


Technique Selection 
Double-click within the word Whole word 
Triple-click within the paragraph Whole paragraph 
Drag the mouse over the words, or hold down SHIFT Several words or lines 


while using the arrow keys 
Choose Edit and then Select All from the menu bar, Entire document 
or press Ctrl+A 


To remove the selection, click anywhere outside of the selection on the page or press an arrow key on 
the keyboard. 


@ Giz 
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Deleting Text 
@ Use the Backspace and Delete keys on the keyboard to delete text. 
© Backspace will delete text to the left of the cursor and Delete will erase text to the right. 
@ To delete a large selection of text, highlight it using any of the methods described above and 
press the Delete key. 
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Undo 


Undo feature lets users to revert the last change/action made to the document. MS-Word remembers up to 
300 actions in a document and allows users to undo any or all of them as long as they haven't closed the 


document first. 


To use Undo: 


© Choose Edit and then Undo from the menu bar. OR 

© Press Ctrl+ Z (press and hold the Ctrl key while pressing “Z” key on the keyboard). 

© Undo all recent actions by repeatedly clicking the Undo “= button located on the Standard 
toolbar. 


Notice the small list arrow next to the Undo button. When user clicks on it, he/she will see a list of all the 


separate actions performed on the document. Users can select as many actions as they want to undo. 


Redo 


Redo feature allows users to reverse the last Undo. 


To use Redo: 
° Choose Edit and then Redo from the menu bar. OR 
© Press Ctrl + y (press and hold the Ctrl key while pressing “Y” key on the keyboard). 
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Formatting Text 


The formatting toolbar is the easiest way to change many attributes of text. If the toolbar as shown below is 


not displayed on the screen, select View andthen Toolbars and choose Formatting from menu bar. 


style menu font menu bold 


Aq Normal 


italic underline 


+ TmesNewRoman + 12 + B J U =|S BB 's- 


font 
colour 


outside 
border 


justify across numbered and 
page bulleted list 


[SEER -@-A- 





font size 


Font: 
Font is the typeface used to display characters. 


e Click the arrowhead to the right of the font 
name box to view the list of fonts available. 
e Scroll down to the font, you want to apply 
on the text and select it by clicking on the 


name once with the mouse. 


Font Size: 
Font Size refers to the size of the characters 


expressed in points. 


e Click on the white part of the font size box 
to enter a value for the font size. OR 

e Click the arrowhead to the right of the box 
to view a list of font sizes available. 

e Select a size by clicking on it once. A font 
size of 10 or 12 is best for paragraphs of 


text. (Font size range is between | to 1638) 


6S 05 Word 5 


Lift 1 


. line increase/decrease_ highlight 
left conier night spacing indent colour 
justification 
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Font Style: 


Font Style refers to the appearance of 


fie Gat ew Jowert great Tooke Tete tirwlews issn ———_ — 2 x | 
lee ant Aft --- HORA Dt ws 8 - fy, 
Hormel © Times es Boman = ij ~ BID BPE (KLEE PE FP -#- kb. 
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the font characters. 
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About Pakistan 







e Use the buttons shown The Islamic repablic of Pakivtan emerg ppendest sovereign Wate on 14th Angas 147, 


in figure to bold, 







The dsiowic repens of Popcorn emer paged as 6 Ines Loveverea anne ea San dupst jo, 


Users can also use CtrI+B, Ctrl + I 
and Ctrl + U Keyboard shortcuts to 
apply Bold, Italic and Underline to 





italicize, and underline 
text. 








The tslamic republic of Palistin emepend as an idependent syvercsen ste on L4ch Agpued 15-87, 


Bold Italic Underline 


ajefaisia) | al 


Pape | hex | il aie ist oe cy 
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selected text respectively. 


Alignment Options of Alignment 


Using the options of alignment, text 











all UIT id 
Fe Ee ‘yew frat Forear ‘Tue Table Window Heb 
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can be aligned to the left, center, or 

















right side of the page or it can be See ee ere ee eee ee ee 
i i i \ Fs i | i r] 1 a i fl t W-) 












justified across the page. 





The tstamic republic of Pakistan emerged as an independent sovereign state 
on l4th Audgast 1947, 


Align Left 






Users can also use 
Ctrl + L, Ctrl + E, 
Ctrl + R and Ctrl+ J 
keyboard shortcuts to 


The Istamic republic of Pakistan emerged 25 an lodependent sovercigo state 
to bth Aggust 1947. 









The Isamic republic of Pakistan emerged a5 on Independent sovercign state 
oo f4th August 1947, 


Align Right 


apply Left, Center, 
Right and Justify 






The Islamic republic of Pakistao emerged as an dependent sovereign static 
on lth Angist 1947, 









alignments to selected «|=falo} 
Page i | 
a text, respectively. 
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Increase/Decrease Indent: 
e Change the indentation of a paragraph in relation to the side of the page. 


First Line Indent | |™] &bea: 


: fle Ede Yew Insert Format Toot Table Window Help 
Hanging Indent Dee aS few. » SROmBA BA om -@. 


Norn vs + Times New Ronan 75 sje 0 E#S me EES O-2-A-. —_____ 










|About Pakistan 


Left Indent The Islamic republic of Pakistan emerged as an independent sovereign state on 14th 
August 1947, as a result of the division of former British India It lies between 23-35 to 
37 05 north latitude amd 60-50 to 77. 50 east longitude touching the Hindwkush 
Mountains in the north and extending from the Paours to the Arabian Sea. 


Right Indent 





Pakistan covers 796,095 sq.km with a population of 132.35 million accordim wt 
population census 1998. It is davided to four provinces: 


Sindh, 
Punjab, 


=e Yew Jroert Format Took Table Window Hew 
Outside Border: a ae aaa eee 
e Select the text to insert 
the border. 


P : The Esfamic republic of Palostam emerged as on independent sovereige siate om )4th 
e Move the mouse pointer Augest (947, as cesult of the division of former British India Wt lies between 23-34 to 
§7- 05 north latitode and 60-50 % TT- 50 east longitade touching the Hindokesh 
Mountains in the sort and evtending fein the Pamir te the Arelinan Sea, 


over the outside border Aa 
: ‘ Pakistan covers T5044 aglion with a popolatiog of [4235 million according to ulside 
icon and press left ation census 8008. tis divided inte four provinces: Border 
a — 5 
button. fae 
: ; - Khyber Pakhtun Kilwa, 
e Border will be inserted. Tialochistm 
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Highlight Color: 


Use this option to change the color behind a text selection. The color shown on the button is the last color 
used. To select a different color: 


Click the arrowhead next to the image “~ onthe bar. 


Be Edt Yew Insem Format Took Table inden Help 
Clete eat | - ie BOR #4 AT 10% - &. 


= Times New Roman +l +B ESSE LEE ee o¢#) _—— >| Highlight 
| alba. | ! (color) 


About Pakistan 
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Text Color: 


stint acdsee crepes Iie Se wit ae 


Khyber Pakhtun Khwa, 
Balochtstan. 





This option changes the color of the selected text. The color shown on the button 1s the last color chosen. 
Click the arrowhead next to the button image |#& ~ to select another color. 


The Font Dialog Box 


Ble Bat Yew Peet Format Took. Table Window Hep 
Ogi aay av -- SRO aon 100% = 


= Times New Roman - += Bry ERs Eee f-Z . Font Color 


About Pakistan 
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Khyber Pakbtun Kwan, 
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Use the Font dialogue box (found in the Format menu) to change font, Format Took Table Window 4 


preview it, and adjust its size and style. = 
ft Paragraph... 
[= Bulets and Numberng... | 
Font List fae ee! 
To select a font, user can scroll through the Font list. The list shows all Tabs... 
the fonts that are available on the computer. S dicaiaite 


QChanne (ace 





Preview: 

User can preview a particular font before 
selecting it for the document. The preview 
window in the Font dialog box allows to see 
what a particular font looks like. Previewing 


helps users to select an appropriate font for the 


document. 
= Times New Roman 
Ths a TrueType Font. The font will be weed om both printer and screen, : 
Effects Fle Edt View Insert Format Took Tab Window Hee 
; 0 oF ae BY o-- €ROBBA DT 1m ~ a. 
Font Effects formatting | ~TmesNewRoman ow 4 BD EES EES O- AS. 


refers to special effects that 
change the appearance of 
characters. These options 
include strikethrough, 
double strikethrough, 
superscript, subscript, 
shadow, outline, emboss, 
engrave, small caps, all 


caps or hidden. 
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Cut, Copy, Paste 
These features allow copying or moving a block of text (a word, sentence, paragraph, page, document, or 


graphics) within a document or to another document. 


Standard toolbar contains buttons for these features as shown: 


cut copy paste 





Cut and Paste: 
The Cut |* Command allows 
fe Edt View [peer Fgreat Took Tghe Wink Heb 


deleting selected text from the [ueg sae sane. .--epoaEaAny i | +a. 
Marne. @ Tiree Mews Romer sl? se STU ESQ@ SP EEC oO: 2A. 
; | ; 4 i 


document. 


The Paste © Commandallows | 
placing the cut text in another 
location in the same document or 


even into another document. Pokisina covers 79,092 sqm with a pogelation of 132.45 million according to 


population ceusas M98. [ft is divided ita four Prov Mnces: 


Copy and Paste: er 
The Copy 8% Commandallows }- ; cite tain Kwan 
® Balochistan 


copying selected text from the 
screen. 
The Paste & Commandallows 


placing the copied text in another 





location in the same document or 


even into another document. 


To Cut and Paste a Block of Text: 


e Select the text to be moved. 
e Click the Cut button on the Standard toolbar # . 
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e Place the insertion point where the text is to be inserted. 
e Click the Paste & button on the Standard toolbar. 


Ble Edt Yew Insert. Furmat Tools Tytie Window Help : 
Ret at | SPOR BHF iors an 
= Timed New Rornan -12 «8 ft F235 ERP? O-#£-a-. 


About Pakistan 


Pakistan covers 796,005 sq.km with a population of 132.34 million according to 
population census 1998. [tis divided into four provinces: 


sii Pasted text at 
ae new location 


= 
* Khyber Pakbtun Kwa, 
« Balochistan 


The Islamic republic of Pakistan emerged a5 an independent sovereian state on 14th 
August 1947, a¢ a recalt ef the division of former Brotish India fi lies between 13-35 to 
37= 05 north lattade and 60-50 to T7- 50 east longitade touching the Hindukush 
Mountains tn the north aed extending from the Pamirs to the Arabian Sea. 





To Copy and Paste a Block of Text: 


e Select the text to be copied. 
e Click the Copy button on the Standard toolbar. 


Mt] Advoul Pavesi) 
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Pakistan covers 796,093 sgJam with o population of 13135 million accordime In 
population census 1998. It is divided into four provinces: 


= Punjab, 
® Khyber Pakhton Kha, 
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where to insert the text. About Pakistan 
e Click the Paste button | 
on the Standard toolbar. 


Pokising covers 7065 sqlom with a popoletion of 1352-55 million according to 

population como 1958. It is divided into four provinces: 
» Sindh Copied text is 
= Pusjob, pasted at new 
© khyher Pakhrum Khbwn, location 
= Balochiown 

The Islamic republic of Pokistas emerged as an independent sovereign state on 14th 

August 1947, asa result of the division of former British fedia. In fies between 24-45 to 

$7. 04 gomh latitude and 60-4 wo TT) SB eet Jongriude touching the Hindelush 

MMicumteies im the morth ood extesding from the Pomirs in ihe Aswhian Sea. 
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Other method to use Cut, Copy and Paste: 
Edit —> Cut 
Edit —»> Copy 
Edit —> Paste 


Keyboard Shortcuts to perform Cut, Copy, Paste: 
Cirl-+-C Copy 
Ctrl + X Cut 
Ctrl+V = Paste 





Clipboard 
The clipboard is a feature on Microsoft Word that temporarily stores text or pictures which user has copied 
or cut. The last 12 elements that were cut or copied are placed onto MS- Word's clipboard. User can view the 


elements on the clipboard by: 
e Selecting View and then Toolbars and then Clipboard from 
the Menu bar. 


e Place the mouse arrow over each element in the clipboard to 


view the contents of each item. 





e Click on an element to add its contents to the document. 


° Click Paste All to add all of the items to the document at once. Click the Clear Clipboard button 


(the icon with an "X" over the clipboard image) to clear the contents of the clipboard. 
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Drop Cap 


Adrop cap 1s a large letter that begins a paragraph and drops through several lines of text as shown. 


Add a drop cap to a paragraph by following these steps: 

e Place the cursor within the paragraph whose first letter will be 
dropped. 

e Select Format andthen Drop Cap from the Menu bar. 

e The Drop Cap dialog box allows users to select the position of the 
drop cap, the font, the number of lines to drop, and the distance 
from the body text. 

e Click OK when all selections have been made. 


e To modify adrop cap, select Format andthen Drop Cap again to 


























change the attributes, or click on the letter and use the handles to 


move and resize the letter. 
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About Pakistan 


Ph the Islamic republic of Pakistan emerged a3. an independent sovereign sate on | 4th 
August 1947, as a result of the division of former British India. It lies berveen 
23-35 to 37-05 north latitude and 60-50 to 77- 50 esst longitude touching the 


Pakistan covers 796,09% sq.km with a population of 132.35 million accordimg to 
populanon census 1996. [tis divided into four provinces: 
Punjab, 


Balochistan, 
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Styles 


The use of styles in MS-Word allows users to quickly format a document with a consistent and professional 


look. Paragraph and character styles can be saved to use in many documents. 


Applying a Style 

e Place the cursor in the paragraph where the style will be applied. 

e Click the Style drop-down menu on the Formatting toolbar and select a 
style by clicking on it. 

e To apply the same style to multiple paragraphs, double click the Format 
Painter button on the Standard toolbar and click in all the paragraphs that 





the style should be applied to. 
e Press the ESC key to disable the Format Painter. 





Normal oe 


Apply a Style from the Style Dialog Box 
e Choose froma larger selection of styles from the Style dialog box. 
e Click onthe paragraph, user wantstoaddastyleto. |: 


e Select Format andthen Style from the Menu bar. 











e From the List drop-down menu, choose All styles 
to view all the styles available. 

e The styles are displayed in the Styles list. Preview 
each style by clicking once on the name. Paragraph 
styles are preceded by the paragraph symbol () and 
character styles are preceded by an "a" icon. 

e A pointer arrow is located next to the current style. 
Highlight the style to apply to the paragraph and 


click Apply. 





Create a Simple Style from the Style Dialog Box 

Select Format and then Style from the Menu bar and click the New button on the Style dialog box to 
access the New Style dialog box. 

e Type the name for the new style inthe Name field. 
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e Select "Paragraph" or "Character" from the 


Style type drop-down menu. | Name: style type: 
fStyint [ h +i 
e Click the Format button at the bottom of the ee 
Based on: Style for following paragraph: 

window and choose the paragraph element that [[ tnomai = ©] @ styler 

will be formatted for the style. | Preview. 
e Continue to make changes from the options en a saci 

; Asap Li, a a pound of toa Siva of Sorser Beinn Tekin. Ln Shae 2 
from the Format button menu, making changes Fi Se 3 5 oot img ane S859 19 7% 29 a lomgirode reschicg Se 


to the dialog boxes for each element user — [J pescription 
| formal + justified 





chooses. 
e Click OK to set the style and close the New ff | 5 
Style dialog box Rsancge Rained 
an ok | cance | rarmat | Shortcut ney... 





e Click Apply on the Style dialog box to apply 
the new style to the current paragraph. 


Modify or Rename a Style 

An existing style can be changed from the Style 

dialog box. 

@ Select Format and then Style from the 
Menu bar. 

e Highlight the style from the Styles list that to 
modify and click the Modify button. 


The Ls: ep Pe ee: ieee ee ee et ) 4 
Aare be, aR TUR us ack Py Lien eres 23 


e Use the same methods to modify the style tel ge em aa cor 
from the Modify Style dialog box that were Description 
| Font: Tires Mow Roman, 12 a English (U.S.), Flush left, Line spacing 
used for the New Style box. single, Widow/orphan contro 


e To only rename the style, type a new name in 
the Name field. 
e Click OK when you have finished making 


[| Add to template | Aytomaticady update 


_ «| Cancel =| Format ~ | Shortcut Key... | 





modifications. 


e Click Apply to update the style in the document. 


Delete a Style 

e Preset styles created by MS-Word cannot be deleted, but to delete a style the user has made, follow 
these steps: 

e Select Format and then Style from the Menu bar. 

e Highlight the style from the Styles list to delete. 

e Click the Delete button. 

e Users will be asked if they really want to delete the style. Click Yes. 

e Click Close on the dialog box. 
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Lists 
To create a bulleted or numbered list, use the list features provided by MS-Word. 


Bulleted and Numbered Lists 
e Click the Bulleted List button - or Numbered List button |=~- onthe Formatting toolbar. 
e Type the first entry and press ENTER. This will create a new bullet or number on the next line. 
If user wants to start a new line without adding another bullet or number, hold down the SHIFT 
key while pressing ENTER. 
e Continue to typing entries and press ENTER twice when the list is finished. 


Fie Edt Yew [nsert Format Too Tgble Window Heb Fie Edt Yew [nsert Format Joos Table Window Hep 
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» Sindh, 
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. Khyber Pakhtun Kliwa, 3 » Khyber Pakhrun Khwa, 
4. Balochistan. » Balochistan. 





Nested Lists 
To create a nested list, such as anumbered list inside of a bulleted list, follow these steps: 
e Type the list and increase the indentation of the items that will make up the nested list by clicking 
the Increase Indent button for each item. 


e Highlight the items and click the Numbered List button on the Formatting toolbar. 
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Formatting Lists 
e The bullet image and numbering format can 
be changed by using the Bullets and 


Numbering dialog box. 


e Highlight the entire list to change all the 


bullets or numbers, OR 


e Place the cursor on one line within the list 


to change a single bullet. 


e Access the dialog box by selecting 
Format and then Bullets and Numbering 
from the Menu bar. OR 


e By right-clicking within the list and 
selecting Bullets and Numbering from the 


shortcut menu. 


e Select the list style from one of the seven 
choices given, or click the Picture button to 
choose a different icon. Click the 
Numbered tab to choose a numbered list 


style. 
e Click OK when finished. 
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Tables 


Tables are used to display data and there are several ways to build them in MS-Word. 


Inserta Table 


There are two ways to add a table to the document, begin by placing the cursor 
where user wants the table to appear in the document and choose one of the 


following methods. 


Using the Insert feature: 


of rows and columns for the table. OR 
Select Table and then Insert and then 


Menu bar. Select the number of rows and columns for 


the table and click OK. 
Draw the Table 


A table can also be drawn onto the document: 
e Draw the table by selecting Table and 
then Draw Table from the Menu bar. 
The cursor is now the image of a pencil 
and the Tables and Borders toolbar has 
appeared. 

Draw the cells of the table by using the 
mouse. If user makes a mistake, click 
the Eraser button “2 and drag the mouse 
over the area to be deleted. 

To draw more cells, click on the Draw 
Table button ¥. 


Inserting Rows and Columns 


Once the table is drawn, insert additional rows by placing 


the cursor in the row user wants to be adjacent to. 


Click the Insert Table button on the Standard toolbar. 
Drag the mouse along the grid, highlighting the number 


= 








= 
o£ Doe 27 oe af. 
| foe eee Oe 


== 
Lickel. fie eee: SM 
me Tl 

Pt ee ee 


Table from the 


ee ee 


Bae Cee 


og peers CEE eee eee, 
pees 


7. ples vo r 
17S Boe bpd ee be prerceers 
L Sil, 

I 
I 
he 


Furgab, 
Kbvter Pakhren Kivwa. 
Beds tian 





Fie Eat ew Ieaett Format [ook Tale iercker Lie 

ie eh? B@?o-s BRORE AEF wre = Ge 
eTmeaNewienan + 2 PS ESS Eee Oe o-, 

i ' G : al . 

republic of Pakistas emerged as of independent sovereign atate om 14th 
Angus! (MT, aso mesule of the divasen of fener Bris’ India. Ir lees bereeen 25-35 wo 
37- 08 forth Lande and 60-80 oo T7- 3 east loamrede touching the Hiadukush 
Mownanns in the north and exteachig from ihe Painire to ihe Arainan See 


i] 
The Islamic 


Pakistan covers 756494 oy km with a popalotion of 152.33 milliow according to 
populatiog conse: 1998. this divided ame four provynces: 


[. Sitedlh, 

[1 Punjab, 

TL Khyber Pakhtoun Khwa, 
IV, Balochistan 





*%- O-OB Fi-aih Ol tah= 


= 


Computer Science 10 81) 


Practical Notebook ) ; 


e Select Table, Insert and then Rows Above or Rows Below. OR 
e Select an entire row and right-click with the mouse. 


Choose Insert Rows from the shortcut menu. Much like inserting a row, add a new column by placing 
the cursor in a cell adjacent to where the new column will be added. 


e Select Table, Insert and then Columns to the Left or Columns to the Right. OR 
e Select the column, right-click with the mouse, and select Insert Columns. 


Moving and Resizing a Table 
A four-sided moving arrow and open box resizing handle will appear on the corners of the table if the 
mouse 1s placed over the table. f 
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clicking the cell dividers and dragging them 
with the mouse. 


Tables and Borders Toolbar 


The Tables and Borders toolbar allows users to add border styles, shading, text effects, alignment, and 








more options to the table. 


e Access the toolbar by clicking Table and then Draw Table on the Manu bar. OR 
e Choose View and then Toolbars and then Tables and Borders from Menu bar. 
e Highlight the cells of the table to format. 

e Click and drag the mouse over the cells. OR 

e Use the following shortcuts: 


Selection Menu Method Mouse Method 

One cell Table, Select and then Cell Click the bottom, left corner of the cell when a 
black arrow appears 

One row Table, Select and then Row Click outside the table to the left of the row 

One column Table, Select and then Column Click outside the table above the column when a 


black arrow appears 

Several rows (none) Click outside the table to the left of the row and 
drag the mouse down 

Several columns (none) Click outside the table above the column 

Entire table Table, Select and then Table Triple-click to the left of the table 
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Table Properties 

Use the Table Properties dialog box to modify the alignment 
of the table with the body text and the text within the table. 
Access the box by selecting Table and then Table Properties 


from Menu bar. 


Size 
Check the Preferred width box or enter a value if the table 


should be an exact width. 


Alignment 


a 


Highlight the illustration that represents the alignment of | 
boiters ond Sheine.--|  Detons— || 


the table in relation to the text of the document. 





Text wrapping 
Highlight "None" if the table should appear on a separate line from the text or choose "Around" if the 


text should wrap around the table. 


Borders and Shading 
Click the Borders and Shading button on the Table properties window to change the Boarders and 
Shading. Select from a number of border styles, colors, and widths. Click the Shading tab to change 


the background color and pattern. 


Options 
Click the Options button on the Table Properties window to change the spacing between the 
document text and the table borders under Default cell margins. Check the Allow spacing between 


cells box and enter a value to add space between the table cells. 


Borders | Page Border | Sheding | 
Setng: Style: 








Horizontal Line... | 
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Inserting ClipArt 
ClipArt is a collection of pictures or images that can be imported into a document or another program. 
ClipArt is typically organized into categories, such as people, objects, nature, etc., which is especially 


helpful when browsing through thousands of images. 


To add a ClipArt image from the Microsoft library to a document, follow these steps: 


Gi] Pictures | Gig Sounds — | meq9 Mation Ctips | 
Categories 1-51 





















































e To find an image, click in the white box following Search for clips. Delete the Words "Type one or 
more Words. . ." and enter key Words describing the image user wants to use. OR 


e Click one of the category icons. 


e Click on the image user wants to add to the document and the eon 
following pop-up menu will appear: preview clip 
e Insert Clip to add the image to the document. , 
: . ad add clip to favontes 
e Preview Clip to view the image full-size before adding it to the 
document. Drag the bottom, right corner of the preview window to find similar clips 





resize the image and click the "x" close button to end the preview. 


MS Word 
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e Add Clip to Favorites option will add the selected image to 
users' favorites directory that can be chosen from the Insert 
ClipArt dialog box. 

e Find Similar Clips will retrieve images similar to the one user 
has chosen. 

e Continue selecting images to add to the document and click the 
Close button at the top, right corner of the Insert ClipArt 


window to stop adding clipart to the document. 





Insert an Image from a File 


Follow these steps to add a image or graphic from an existing file: 


Select Insert and then Picture and then From File from the Menu bar. 

Click the down arrow button on the right of the Look in: window to find the image on the 
computer. 

Highlight the file name from the list and click the Insert button. 





Insert Picture 


tookin: FL} MyDocments Sw] @ MQ Ky De Toe 








My Network —=— 
Places Files of type: [all Pictures 
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Spelling and Grammar Check 
MS-Word will automatically check for spelling and grammar errors as user types unless this feature 1s turned 
off. Spelling errors are noted in the document with a red wavy underline. Grammar errors are indicated by a 


green wavy underline. 
To use the spelling and grammar checker, follow these steps: 


e Select Tools andthen Spelling and Grammar from the Menu bar. OR 
e Press F7 key onthe keyboard. 
e The Spelling and Grammar dialogue box will notify the first mistake in the document and 


ue words will be highlighted in red. 


Tires: New R ELS 
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e Ifthe word 1s spelled correctly, click the Ignore button or click the Ignore All button if the word 
appears more than once in the document. 

e Ifthe word is spelled incorrectly, choose one of the suggested spelling in the Suggestions box and 
click the Change button or Change All button to correct all occurrences of the word in the 
document. If the correct spelling is not suggested, enter the correct spelling in the (Not In 


Dictionary) box and click the Change button. 


® ie 
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e Ifthe word is spelled correctly and will appear in many documents (such as your name), click the 


Add button to add the word to the dictionary so it will no longer appear as a misspelled word. 


As long as the Check Grammar box is checked in the Spelling and Grammar dialogue box, 
MS-Word will check the grammar of the document in addition to the spelling. If users do not want the 
grammar checked, remove the checkmark from this box. Otherwise, follow these steps for correcting 


grammar: 


e IfMS-Word finds a grammar mistake, it will be shown in the box as the spelling errors. The mistake 


is highlighted in green text. 


 Paacistam — lh scrosoft Word 
|| Fle Edt View Insert Format Tools Table Window Hel 
= iat : 7 P Ll AL o-| if ite 
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as an independent sovereign state on 14th 
August 1947, as a result of the division of 
former British India, 














Several suggestions may be given in the Suggestions box. Select the correction that best applies and click 


Change. 


If no correction is needed (word is often wrong more than it is right), click the Ignore button. 
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Synonyms 


Synonyms are words with the same or similar meanings. MS-Word has a feature for finding synonyms. 


To use synonyms feature: 
e Right-click on the word anda list of Synonyms will appear as a shortcut menu. 


e From the list of suggested words, highlight the required word to be used or click. 
4) About Pakist : 


| fle Edt Yew Insert Format Tool Table Window Help 
)OeM GAY | SRS ©. HORA H DT 100% *@. 
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Thesaurus: 

A Thesaurus is a dictionary of synonyms, words and phrases that mean the same thing as a particular word 
or phrase. MS-Word come with a thesaurus feature that enables users to look up both synonyms and 
meanings. Using Word's thesaurus feature can help users add more variety to writing and suggest words and 


phrases that readers can better understand. 
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Here's how to use Word's thesaurus feature. 
To use the thesaurus: 
e Select Tools and then Language and then Thesaurus from the Menu bar. OR 
e Press Shift+ F7 from the keyboard. 
e A list of meanings and synonyms are given on the windows. Double-click on the words in the 
Meanings box. OR 
e Click the Look Up button to view similar words. 
e Double-click words in the Replace with Synonym box to view synonyms of those words. 


e Highlight the required word to add and click the Replace button. 


#] About P errs 
B] About Pakist 1 
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Page Margins 


The page margins of the document can be changed using the rulers on the page and the Page Setup window. 


The ruler method 1s discussed first: 


e Move the mouse over the area where the white ruler changes 


to grey. 


When the cursor becomes a double-ended arrow, click with the 


mouse and drag the margin indicator to the desired location. 


e Release the mouse when the margin 1s set. 


The margins can also be changed using the 


Page Setup dialogue box: 


e Select File and then Page Setup from 
Menu bar and choose the Margins tab 
in the dialog box. " Ls 

e Enter margin values in the Top, 
Bottom, Left, and Right boxes. The 
Preview window will reflect the 
changes. 

e If the document has Headers and/or 
Footers, the distance of this text from 
the edge of the page can be changed. 

e Click OK when finished. 


fi #4 
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Page Size and Page Orientation 

Change the page size and orientation within the Page Setup dialog box. 
e Select File and then Page Setup and choose the Paper Size tab. 
e Select the proper paper size using the drop-down menus. 


e Change the orientation from Portrait or Landscape by checking the corresponding radio button. 
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Header and Footer 
A header is text that 1s added to the top margin of every page such as a document title or page number 


and a footer is text added to the bottom margin. 
Follow these steps to add or edit headers and footers in the document: 


e Select View and then Header and Footer from the Menu bar. The Header and Footer toolbar 
will appear and the top of the page will be highlighted as shown below. 
RET about Ponatan 
Fie Edt Yew Insert Fiarmat Tools Table Window Heb 
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e Type the heading in the Header box. User may use many of the standard text formatting options such 
as font face, size, bold, italics, etc. 
e Click the Insert AutoText button to view a list of quick options available. 


e Use the other options on the toolbar to add page numbers, the current date and time, etc. 
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Insert Date | 
Insert Time 








e To edit the footer, click the Switch Between 


Header and Footer button on the toolbar. wnat = 
Author, Page #, Date 
, ; Confidential, Page +, Date 

e When user has finished adding header and lane Page 


footer, click the Close button on the toolbar. Created on 
Flenarne 
sone Insert number of pages 
Last saved by 
Pane of 


| Switches between 
header and footer 





| Format page number 











Page Numbers 
Follow these instructions for another way to add page numbers to a document. 
e Select Insert and then Page Numbers from the Menu bar and the following dialog box will appear. 
e Select the position of the page numbers by choosing "Top of page" or "Bottom of page" from the 
Position drop-down menu. 
e Select the alignment of the page numbers in the Alignment drop-down menu. 
e [fuser does not want the page number to show on the first page (if it is a title page, for example), 
uncheck the Show number of first page box. 
e Click OK when finished. 
|| Ble Ede Yew Insert Format Took Table Window Heb 
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Print Preview and Printing 2] anout Pakistan Micro 
. e "Bie Edt ew Insert Format Took Table ) 


- ABLU ST. DO New... Crrleh 
e Choose File and then Print Preview from the menu bar. OR eg at Gn+o 
Use the Toolbar: -_ fe = ci+s 
e Click the Print Preview button ey on the Standard = # Save a5 Web Page... 
toolbar. eran rage Peevey 
Page Sets 


Once the user has accessed Print Preview, the document will now be in Jig 


Print Preview mode. It will look something like this: Send To , 
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Print Preview mode displays how the file is formatted. If user likes to take a closer look, use the Zoom 


feature. The Zoom feature "zooms" closer, giving a better view of the document. 


@ ex” 
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Let's "zoom" in and take a look at the Print Preview toolbar: 















e The Print button prints a file. 
+ | P5 | GF Gl Close | h? 
e The View Ruler button displays the Vertical or Horizontal rulers. Rulers help edit margin 
settings. 
e Ifthe file consists of multiple pages, the Multiple Pages button allows the user either view one 
page or several pages ata time. FL Atsoul Paksathn 4 
e Use Zoom, and then use the Scroll bars to view the file. fie Edt View Insert Format Tools Table 
; DC few... Cirle 
e Use the Shrink to Fit button to "fit" the information to one page. |) & open... Cho 
e Ifuser wants to Exit/Close Print Preview, simply click Close ||, — 
Save Chr+5 
on the Print Preview toolbar. Save As... 
iy Save as Web Page 
Web Page Preview 
Printing Your Work Le Ee Teen 


To Print a document: 






Choose File and then Print from E se 


the menu bar. OR 
Press (Ctrl + P) shortcut on the | 


8 HP LaserJet P1505 " | Properties 


Status: idle 

keyboard. The print dialog box || Type: HP LaserJet P1505 

; Where: uSBo02 | Print to file 

will appear. Convene: 

Click OK.OR Page range Copies 
@ All Number of copes: cc = 
* Current page Selection | = 

Use the Toolbar: © Pages: | u 3 im: [¥ Collate 

© Click the Print (Hl button ff EMerpevenumbers andor page onges | | 

on the Standard toolbar. 


Zoom 


The file automatically Print what: [Document . Pages per sheet: [i bege ~ 
prints. The print dialog hi [all pages mrange =| ‘Stale to paper size: [tio scaling | 


box will not appear. | 
Options... | | OK | Cancel | 
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Keyboard Shortcuts 


Keyboard shortcuts can save time and the effort of switching from the keyboard to the mouse to execute 


simple commands. Print this list of MS-Word keyboard shortcuts and keep them for a quick reference. 


Note: A plus sign indicates that the keys need to be pressed at the same time. 


Action 

Open a file 

New file 

Close a file 

Save As 

Save 

Print Preview 

Print 

Show/Hide paragraph symbols 
Spelling and grammar 
Help 

Find 

Replace 

Go To 


Cursor movement 

Select all - entire document 

Select from cursor to beginning of line 
Select from cursor to end of line 

Go to beginning of line 

Go to end of line 

Go to beginning of document 


Go to end of document 


Formatting 
Cut 

Copy 

Paste 

Undo 

Redo 


Format painter 


Keystroke 
CTRL+0O 
CTRL+N 
CTRL + W 
Fi2 

CTRL + S or SHIFT+F12 
CTRL + F2 
CIKRL+ FP 
CTRL + * 
F7 

Fl 

CTRL + F 
CTRL+H 
CTRL+G 


CTRL+A 
SHIFT+ Home 
SHIFT+ END 
HOME 

END 

CTRL + Home 
CTRL + End 


CTRL + X 
CTRL+C 
CTRL+ V 
CTRL+Z 
CIRL+ Y 
CTRL + SHIFT+ C 
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Left alignment 
Center alignment 
Right alignment 
Justified 

Delete previous Word 
Apply bulleted list 
Indent 

Page break 


Text Style 
Font face 

Font size 

Bold 

Italics 
Underline 
Double underline 
Word underline 
All caps 
Change case 
Subscript 
Superscript 


Make web hyperlink 
Tables 


Go to next cell 

Go to previous cell 

Go to beginning of column 
Highlight to beginning of column 
Go to end of column 

Highlight to end of column 

Go to beginning of row 
Highlight to beginning of row 

Go to end of row 

Highlight to end of row 


Column break 


CTRL+L 
CTRL+E 
CTRL+R 
CIR) 

CTRL + Backspace 
CTRL + SHIFT+L 
CTRL+M 

CTRL + Enter 


CTRL + SHIFT+F 

CTRL + SHIFT+P 

CTRL+B 

CTRL + I 

CTRL +U 

CTRL + SHIFT+D 
CTRL + SHIFT+W 
CTRL + SHIFT+A 
SHIFT+ F3 

CTRL + = 

CTRL + SHIFT+= 

CTRL+K 


Tab 

SHIFT + Tab 

ALT + PageUp 

ALT + SHIFT+PageUp 
ALT + PageDown 
ALT + SHIFT+PageDown 
ALT + Home 

ALT + SHIFT+Home 
ALT + End 

ALT + SHIFT+End 
CTRL + SHIFT+Enter 
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Miscellaneous 
Copyright symbol - © ALT + CTRL+C 
Date field ALT + SHIFT+D 
Go to footnotes ALT + CTRL +F 
Show/Hide CTRL + SHIFT+8 
Thesaurus SHIFT + F7 

All Shortcuts 


This list shows only the most common keyboard shortcuts. To print a list of all the shortcuts in MS-Word, 


follow these steps: 


® 


Select Tools and then Macro and then Macros from the menu bar. 

From the Macros In drop-down menu, select Word Commands. 

Select List Commands from the macro listing. 

Click the Run button. 

Choose Current Menu and Keyboard Settings from the popup window and click OK. 
MS-Word will automatically open a new document containing a table of keystrokes. 


Print the document. 


MS Word 








Q.1 
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Q.2 
Ans. 


Q.3 
Ans. 


Q.4 
Ans. 


Q.5 
Ans. 


Q.6 
Ans. 


Q.7 
Ans. 


Q.8 
Ans. 


Q.9 
Ans. 


Q.10 
Ans. 


Q.11 
Ans. 


VIVA VOCE 5s 


What is MS-Word? 

Microsoft Word is the Word processing application in the Microsoft Office Suite. It is used to create 
professional-looking, formatted text documents. It allows users to create a variety of professional- 
looking documents such as letters, flyers, and more. 


Where is title bar located in Word window? 
Title bar 1s located at the top of Word window. It displays the document name before a program 


name. 


Name few options available on menu bar. 
File, Edit, View, Insert, etc. 


Whatis standard toolbar? 

MS-Word Standard Toolbar consists of a group of buttons labeled with icons, like create a new 
document, open an existing document, save a document, print a document, preview what the printed 
output will look like, etc. 


What is formatting toolbar? 
MS-Word Formatting Toolbar contains buttons used for formatting text. It consists of a group of 
buttons labeled with icons, like font, font size, font style, such as, bold, Italics, or underline, etc. 


What is Ruler? 


MS-Word Ruler is used to set margins, indents, and tabs. It allows tab stops to be set. 


What is the use of Scroll bars? 


These are used to view parts of the document. There are two types of scroll bars: 





° Horizontal scroll bar is used to view the document from left to right. 
° Vertical scroll bar is used to view the document from top to bottom. 


What is the use of Office Assistant? 
It is used to open Microsoft Office Help feature. User can take help by typing the keyword through 
Office Assistant. 


How cursor can be moved at the top of the document? 


By pressing Ctrl + Home shortcut key. 


How whole paragraph can be selected with the help of mouse? 


By using triple-click within the paragraph. 


Which shortcut key is used to select the entire document? 
Ctrl +A 
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Q.12 
Ans. 


Q.13 
Ans. 


Q.14 
Ans. 


Q.15 
Ans. 


Q.16 
Ans. 


Q.17 
Ans. 


Q.18 
Ans. 


Q.19 
Ans. 


Q.20 
Ans. 


Q.21 
Ans. 


Q.22 


Ans. 


Q.23 
Ans. 


Q.24 
Ans. 


Q.25 
Ans. 


What is the difference between Backspace and Delete key? 


Backspace key deletes text to the left of the cursor and Delete key erases text to the right. 


What is the function of Undo feature? 


The Undo feature lets users to perform back step (the last change/action) made to the document. 


Which shortcut key is used to perform Undo? 
CilarZ 


What is the function of Redo feature? 


The Redo feature allows users to reverse the last Undo. 





Which shortcut key is used to perform Redo? 
Ctrl + Y 


What is Font? 


Font is the typeface used to display characters. 


What is Font size? 


Font Size refers to the size of the characters expressed in points. 


What is Font Style? 


Font Style refers to the appearance of the font characters. These are bold, italic and underline. 


Which keyboard shortcuts are used for bold, italic and underline? 
Ctrl + B, Ctrl + I and Ctrl + U respectively. 


Which options are used to align text? 
Align Left, Align Center, Align Right and Align Justify. 


Which keyboard shortcuts are used for Align Left, Align Center, Align Right and Align 
Justify? 
Ctrl + L, Ctrl + E, Ctrl + R and Ctrl + J respectively. 


What are Font Effects? 

Font Effects formatting refers to special effects that change the appearance of characters. These 
options include strikethrough, double strikethrough, superscript, subscript, shadow, outline, 
emboss, engrave, small caps, all caps or hidden. 


What is the difference between Cut and Copy command? 
Cut removes the selection completely from the destination while Copy creates the duplicate of the 
selection. 


Which shortcut keys are used for Cut, Copy and Paste? 
Ctrl + X, Ctrl + C and Ctrl + V respectively. 
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Q.26 
Ans. 


Q.27 
Ans. 


Q.28 
Ans. 


Q.29 
Ans. 


Q.30 
Ans. 


Q.31 
Ans. 


Q.32 
Ans. 


Q.33 
Ans. 


Q.34 
Ans. 


Q.35 
Ans. 


Q.36 
Ans. 


Q.37 
Ans. 


Q.38 
Ans. 


Whatis Clipboard? 
The clipboard is a feature on Microsoft Word that temporarily stores text or pictures while user 
copy, cut, or paste them. 


What is Drop cap feature? 
A drop cap is a large letter that begins a paragraph and drops through several lines of text. 


What are document styles? 
The use of styles in MS-Word allows users to quickly format a document with a consistent and 
professional look. Paragraph and character styles can be saved to use in many documents. 


What is the use of Table feature in Word? 


Tables are used to display data and there are several ways to build them in MS-Word. 


What is Clip Art? 
Clip art is a collection of pictures or images that can be imported into a document or another 


program. 


Which function key is used to open Spelling and Grammar feature? 
F7 


Which function key is used to open Thesaurus feature? 
Shift + F7 


What are Synonyms? 


Synonyms are words with the same or similar meanings. 


What are Thesaurus? 
A Thesaurus is a dictionary of synonyms, words and phrases that mean the same thing as a 


particular word or phrase. 


How page margins can be changed in a document? 
The page margins of the document can be changed using the rulers on the page and the Page 


Setup window. 


Name different page orientations in Word? 


Portrait and Landscape. 


What is the use of a header and footer in a document? 
A header is text that 1s added to the top margin of every page such as a document title or page 
number and a footer is text added to the bottom margin. 


Which keyboard shortcut is used to print an entire document? 
Cir P 
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MS-Word Sample Practical Questions 


Q.1 Type the following paragraphs and write down the stepwise procedure for questions given and 


also apply them: 


FIRST GENERATION COMPUTERS 


The first computer that used stored program concept was the Electronic Delayed 


Storage Automatic Computer (EDSAC) developed in 1949. 
Another was the Electronic Discrete Variable Automatic Computer (EDVAC) that 
used the same concept. The program and data were fed in the EDVAC through 





punched paper tapes. 
1. Underline and center align the heading. 
il. Change the alignment of the text as justified. 


ill. Format the word "EDSAC" and "EDVAC" as bold and italic. 
IV. Adda header "First Generation Computers" to the right side. 
V. Insert page number to the document. 


V1. Change the color of main heading to Red. 


The keyboard is an important input device used to enter data and instructions into a 


computer. A standard arrangement of keys 1s the QWERTY arrangement. Popular 


keyboards have enhanced QWERTY arrangement. The two basic styles of keyboard 
are PC/XT-Style keyboards and AT-Style keyboards. 





i. Indent the first line ofa paragraph by five spaces. 





il. Change the line spacing to 1.5 lines. 

111. Format the word "QWERTY 'as bold. 

IV. Adda footer "KEYBOARD" to the Center. 

V. Underline and italic the text "PC/XT-Style" and" AT-Style". 


Q.2 Write down the stepwise procedure to Cut the text and Paste it in a document. Apply these steps by 


creating a document in MS-Word. 


Q.3. Write down the stepwise procedure to create a Bulleted list and write the characteristics of computer 


and apply the bulleted list on these characteristics. 
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Q.4 Create a document in MS-Word and insert a table of size 5 rows and 6 columns. Write down the 


stepwise procedure 1n the answer book provided. 


Q.5 Create a document in MS-Word and insert a Clipart in it. Write down the stepwise procedure in the 


answer book provided. 


Q.6 Write down the stepwise procedure 1n the answer book provided to use the Spelling and Grammar 
feature to check the document. Type the following paragraph and apply Spelling and Grammar 


check on it. 


Pakistan is a fedral parliamentary republic consisting of four provences and four 
federal territories. It is an ethnically and linguastically diverse country, with a similar 
variation in itsgeography and wildlife. A regional and middle power, Pakistan has the 
fourth largest standing armed forces 1n the world and 1s also a nuclear power as well 
as a declared nuclear state, being the only nation in the Muslim world, and the second 
in South Asia, to have that status. It has a semi-industrialized econmy with a well- 
integrated agriculture. Its economy is the 26th largest in the world in terms of 
purchasing power and 45th largest in terms of nominal GDP and is also charactrized 


among the emerging and growth-leading economies of the world. 





Q.7 ‘Type the following paragraph and find Synonyms for the underlined words. Write down the 


stepwise procedure 1n the answer book provided. 


A number of programs have been designed to protect software from viruses. These 
are called anti-virus programs. However, no anti-virus program guarantees 
protection against all viruses. Most anti-virus programs can be used to eliminate a 
virus found in a disk. Many computer users have installed these anti-virus programs 
on their computers. A good anti-virus program checks for infected files 
automatically every time you insert any kind of disk or use your modem to retrieve a 
file. 





Q.8 Write down the stepwise procedure to insert Header, Footer and Page number in a Word 


document. Also apply these steps by creating your document. 


Vi Computer Science 10 103) 





Practical Notebook 


Q.9 Type the following paragraph and write down the stepwise procedure for questions given and also 


apply them. 


Stand by: 


In stand by mode, computer consumes less electric power but 


remains available for immediate use. 


Shut down: Use this option when you want to turn off your computer. 
Restart: 


il. 
iil. 


1V. 
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Use this option when you want to restart your computer 





with new windows settings. 


Assign bullets to the sub-headings. 

Change the alignment of the paragraph as justified. 
Add suitable heading and centre align it. 

Change the text colour of the paragraph to red. 
Format all the sub-headings as bold. 


